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TRAINING INSTITUTE

INSTITUTE'S POLICIES

INSTRUCTORS
GUIDE
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JOINING COMPETENCIES TO THE
INSTITUTE

1.

Eligibility Criteria: Trainers can
join the training institute based on
specified terms and conditions.
Application Process: Instructor
must submita CV along with a GIA -
GG certificate or equivalent and a
bachelor’s degree or higher in one of
the required specializations when
requesting to join.

Documentation Submission: The
Instructor fills out a form and
attaches academic qualifications,
required certificates, and experience
certificates, sending them to the
institute’s management.

Interview Process: Trainers undergo
a personal interview conducted by
the training institute management.
Terms and Conditions Updates: The
institute reserves the right to amend
the terms and conditions without
prior notice.

Privacy Policy Acceptance: Trainers
must agree to the privacy policy to
confirm their acceptance to work at
the training institute.

INSTRUCTOR RIGHTS

Timely Provision of Tools: Trainers
have the right to receive necessary
presentation tools and training
equipment promptly as needed.
Course Modifications: Trainers
should be informed of any course
modifications before and during
implementation.

Freedom of Expression: Trainers
have theright to share their
opinions on raised topics within the
scientific framework, without
prejudice torace, religion, or state
policy.

Feedback and Suggestions: Trainers
can share their impressions of the
training course and offer
suggestions for its development.
Administrative Support: Trainers
are entitled to professional
administrative support and
advanced services to ensure a
healthy environment with all
necessary facilities appropriately
maintained.

Dues Payment: Trainers should
receive their dues in full as agreed
upon.

INSTRUCTOR’S VIOLATION

Enforcement Protocol: In cases of
trainees' violation of etiquette,
including insults or attacks towards
the trainer, institute officials, or
other trainees, the Trainer, in
collaboration with institute
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management, has theright to
remove the trainee, discuss the
violation, and issue a warning.
Serious Incidents: If trainees
engage in quarrels or fights that may
damage the training institute’s
property, the course will be halted,
and the police will be contacted to
investigate the incident and hold
those responsible accountable.
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INSTRUCTORS DUTIES AND
OBLIGATIONS
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Adherence to Standards: Trainers
must implement the systems
followed by the General
Organization for Technical and
Vocational Training.
Non-Interference: Trainers should
not interfere with the agreement
between the trainees and the
training institute.

Framework Adherence: Trainers are
obligated to adhere to the framework
agreed upon between the institute
and the concluded contract.
Agreement Respect: Trainers must
respect agreements between the
institute and the trainees and
refrain from concluding any
agreements without written
permission.

Training Agreement Compliance:
Trainers should adhere to the terms
of the training agreement and the
training institute’s directives.
Course Commitment: Trainers are
committed to the training course
without changing the content or
directions approved by the training
institute without consulting
institute officials.

Property Preservation: Trainers and
trainees must preserve the property
of the training institute and use
equipment and tools in the training
laboratory with necessary skills. In
case of damage, the value will be
estimated, recorded, and the
responsible party will pay for the
damage.

Instructor Selection: The institute
isresponsible for ensuring that
course presenters are compatible
with the course’s policies and are
competent and experienced. Any
complaints regarding the instructor
should be received by the course
supervisor for necessary action.
Ownership rights: The rights of
training materials, booklets, forms,
worksheets, tools, and machines are
belonged to the training institute,
the instructor has noright touse
any of the above, unless a written
approval permission from the
institute is issued.
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TRAINING INSTITUTE SETTINGS AND
EQUIPMENT
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Security and Safety Settings: @My ¢ro¥l @lslas|
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1. Ensuring a safe environment with
all necessary safety settings,
including evacuation procedures,
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fire extinguishers, emergency exits,
fire alarms, and primary safety
bags.

2. Providing a healthy basic
environment free from safety and
health risks.

3. Establishing a safe training
environment with security guarding
and appropriate procedures tailored
to the risks associated with the
course and the attending trainees.

4. Ensuring safe means of preserving
valuable property and collectibles
during the training course.

Educational Settings, Hall, and
Cleanliness:

1. Offering a sufficient number of seats
suitable for prolonged sitting.

2. Designing the hall to accommodate
the trainees’ field of vision.

3. Providing a sound amplification
system when necessary.

4. Ensuring the hall is situated away
from noise sources that may disrupt
concentration and hearing.

5. Installing a suitable lighting
system.

6. Equipping educational tools
including the board, pens, erasers,
and projector.

7. Supplying specialized equipment
and materials such as trays, manual
magnifiers (Loupes), microscopes,
tweezers, and stones used for
teaching.

8. Maintaining an air conditioning
system in good condition, set to an
appropriate temperature, and
regularly cleaned to prevent dust and
microbe accumulation.

9. Ensuring clean and hygienic
facilities and bathrooms.

Reception:

1. Designating a place for trainees to
receive their certificates.
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