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INSTITUTE'S POLICIES

TRAINEES
GUIDE

olall Julall
O3l

RIGHTS OF TRAINEES

1. Course Awareness: Trainees have
the right to know the course topics
before joining.

2. Instructor Information: Trainees
have theright to review the trainer’s
file before joining.

3. Training Materials: Trainees will
receive the training course materials
(book) upon enrollment.

4. Participation: Trainees are
encouraged to express their opinions
and ask questions to the instructor
during the course.

5. Evaluation: Trainees have the right
to fill out an evaluation form at the
end of the course.

6. Certification: Trainees who attend
the entire course and pass any
required tests will receive an
accredited certificate from the
Ceneral Corporation for Technical
and Vocational Training.

7. Content Review: Trainees can
request a review and re-explanation
of the content if necessary.

8. CorrectInformation: Trainees have
the right to obtain accurate answers
to their questions during discussions
atany time during the course.

9. Equal Attention: All trainees will be
supervised equally and given the
required attention during both
theoretical explanations and
practical applications.

TRAINEES' DUTIES AND OBLIGATIONS

1. Cultural and Legal Compliance:
Trainees must adhere to recognized
traditions and Islamic law followed
in the Kingdom of Saudi Arabia.

2. Punctuality: Trainees should not be
late for the start of the training
course.

3. Attendance Requirement: Trainees
must attend at least 80% of the
course. Failure to meet this
attendance rate will result in not
receiving the course certificate or
any financial claims.

4. Property Care: Trainees must take
care of the training Institute’s
property, including tools,
equipment, and precious stones.

5. Proper Use of EQuipment: Trainees
must follow the trainer’s
instructions regarding the correct
methods for using testing devices.

6. Understanding Instructions:
Trainees should adhere to the
trainer’s instructions and notify the
instructor if they do not understand
how to use the devices correctly.

7. Handling Gemstones: Trainees
must receive and retain gemstones
properly during examination and
classification for practical testing
and ensure their recovery.
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INSTITUTE'S POLICIES

10.

11.

12.

13.

14.

15.

16.

Focused Discussion: Trainee
discussions should remain within
the scientific framework, avoiding
topics related to policies of
countries, religions, races, or any
other unrelated matters.

Scientific Basis: The scientific
reference is the foundation of the
training topics.

Respectful Interaction: Discussions
between the instructor and trainees
should be conducted with politeness
and respect, with necessary
explanations provided.

Ethical Participation: Sharing
opinions should be done ethically
and non-violently to avoid causing
embarrassment among participants.
Comstructive Criticism: Public
criticism, ridicule, or mockery of
participants is not acceptable during
the training course.

Question Participation: Trainees
should ask questions and participate
according to the trainer’s
instructions without interrupting or
causing disruptions.

National Law Compliance: Trainees
must adhere to all national laws of
the Kingdom of Saudi Arabia
without exception.

Training institute Policies:
Trainees must comply with all
policies and conditions of the
training institute and facility.
Building Policies: Trainees must
adhere to all building policies,
including those regarding noise and
disturbance to other offices.

TRAINING INSTITUTE SETTINGS AND
EQUIPMENT

Security and Safety Settings

1.

Safe Environment: Ensure a secure
environment with all necessary
safety settings, including but not
limited to evacuation procedures,
fire extinguishers, emergency exits,
fire alarms, and first aid kits.
Health and Safety: Maintain a basic
environment free from safety and
health risks.

Security Measures: Provide a safe
training environment with security
guards and appropriate security
procedures that match the risks
associated with the course and the
trainees attending.

Valuable Property Protection:
Ensure safe means for preserving
valuable property and collectibles
during the training course.

Educational Settings, Hall, and
Cleanliness

Seating Arrangements: Provide a
sufficient number of seats suitable
for long hours of sitting.

Hall Design: Design the hall to fit
the trainees’ field of vision.

Sound System: Provide a sound
amplification system when needed.
Noise Control: Ensure the hall is
distanced from noise sources that
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TRAINING INSTITUTE

INSTITUTE'S POLICIES

may affect concentration and
hearing.

5. Lighting System: Install a suitable
lighting system.

6. Educational Tools: Board, pens,
erasers, and Projector

7. Specialized Equipment and
Materials:
= Tray
= Manual magnifier
= Microscope
= Tweezers

= Stones used for teaching

8. Air Conditioning: Maintain an air
conditioning system in good
condition, set to an appropriate
temperature, and regularly cleaned
to prevent dust and microbe
accumulation and recycle air in the
halls.

9. Hygienic Facilities: Ensure clean
and hygienic facilities and
bathrooms with necessary
amenities.

Reception

1. Certificate Collection: Provide a
designated place for receiving
certificates.

ATTENDANCE AND DEPARTURE
DURING THE COURSE

1. Attendance Commitment: Trainees
must adhere to the attendance and
departure times as specified in the
course schedule.

2. Dress Code and Conduct: Trainees
should wear modest Saudi dress and
engage in polite and respectful
discussion during the training
course.

CERTIFICATES

1. Attendance Requirement: Trainees
must attend at least 80% of the
training course to be eligible for a
certificate.

2. Test Completion: Trainees must
pass any theoretical and practical
tests (if applicable).

3. Certificate Distribution:
Certificates will be available for
download and printing from the
Mnar platform and can also be
collected from the training institute
within 3 days after the course
concludes.

RETRIEVING AND CANCELING
COURSES

1. Withdrawal 5 Days Before Start: Ifa
trainee requests withdrawal from
the course 5 working days before the
start date, a 20% administrative fee
will be deducted.

2. Withdrawal 3 Days Before Start: Ifa
trainee requests withdrawal from
the course 3 working days or less
before the start date, a 30%
administrative fee will be deducted.
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INSTITUTE'S POLICIES

3. Withdrawal 48 Hours Before Start:
If a trainee requests withdrawal
from the course 48 hours or less
before the start date, a 50%
administrative fee will be deducted.

4. NoRefund During Course: Fees are
not refunded if the participant
withdraws from the course during
training or after the first day.

5. No Refund for No-Shows: Fees will
not be refunded for those who do not
attend the training course.

6. Full Refund for Cancellations: The
full amount will be returned to the
trainee or rescheduled if the training
course is canceled.

7. Postponed Courses: If training
courses are postponed, the training
fees will become a credit for the
trainee, or the trainee can request a
refund.

8. Registration Deadline: Trainees can
register for courses before the end of
December 31 of the same year.

9. Refund Processing: Refunds will be
processed within 15 working days.

ADMINISTRATIVE SERVICES AND
TRAINEE RIGHTS

1. Feedback and Suggestions: We
listen to all opinions and
suggestions about various elements
of the training course and take
appropriate measures to satisfy the
trainee without violating
regulations, informing them of the
actions taken. If you have any
feedback and suggestions, please
contact us on ask.me@gtc.edu.sa

2. Professional Services: Trainees
receive professional administrative
services that instill confidence in the
institute’s ability to meet their
needs and exceed their expectations.

3. Course Information: Trainees
obtain all information related to the
topics presented within the
framework of the course.

4. Communication Channels:
Suggestions and complaints can be
made through social media
channels, questionnaires, or directly
to the institute’s employees at all
stages of training and courses.

5. Certificate Processing: The stages of
registration and certificate delivery
are efficiently completed.

6. Course Updates: Trainees are
informed of any changes and
updates before or during the course.
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