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Article (1): Trainee Attendance Policy
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The trainee must attend a minimum of 85% of the total scheduled training hours, which is a mandatory
requirement for successful completion and certification
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Failure to meet the required attendance percentage shall result in withholding the certificate without any
obligation for fee refund
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Attendance and departure shall be recorded al2aiubofficial approved forms, whether electronic or manual,
and documented on a daily basis
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Late arrival to training sessions is considered a regulatory violation, and repeated delays may be counted
as partial absence
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The trainee is required to notify in advance in case of absence whenever possible, without obligating the
institute to provide make-up sessions
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The institute reserves the right to determine make-up arrangements subject to availability
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Article (2): Refund, Cancellation, and Rescheduling Policy
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The trainee may request cancellation or refund in accordance with the institute’s approved policies
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A full refund shall be granted if the cancellation request is submitted five or more working days prior to
the course start date
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A 50% refund shall be granted if the request is submitted two to four working days prior to the course
start date

Bsall ey amy sl Al 48 (e S8 U8 cldY) Jla b sy s gl il 2y Y

No refund shall be issued if cancellation occurs less than 48 hours before the course start date or after
commencement
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The trainee may request to defer enrollment to a later batch once within a period not exceeding three
months
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All requests must be submitted _reofficial forms, and requests outside this process shall not be
considered
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The institute shall respond within a maximum of five working days
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The institute reserves the right to cancel or postpone a course, ensuring a full refund or a suitable
alternative
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Article (3): Complaints and Appeal Procedures
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The institute is committed to delivering high-quality training programs and ensuring trainee
satisfaction through a structured complaints and continuous improvement system
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Complaints may be submitted via official email, approved forms, or direct submission

ol cgall & Ll laii Aale (6 oSS 5 candaiill o Cuy aill 53 gan laii ale (5 &3 ) (5 slSEl Cagieai 2y
sl SSG 5 EISy) 5 2 D) | et
il

Complaints are classified into regular complaints related to training quality and urgent
complaints related to professional conduct or training environment
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All complaints shall be recorded, reviewed by the quality officer, and addressed accordingly
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Acknowledgment within two working days, urgent complaints resolved within three days, and
regular complaints within five days
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If unsatisfied, the trainee may appeal, and the case shall be escalated and resolved within five
working days
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Complaint outcomes are used to evaluate trainers, enhance programs, and improve service
quality
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All complaints are handled with full confidentiality and impartiality
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Article (4): General Provisions
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Enrollment constitutes full and binding acceptance of all institute policies
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The institute reserves the right to amend policies in compliance with applicable UAE regulations
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These policies apply to all training programs without exception



