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MENA Higher Institute for Training - Edition 1446 AH G 9o S

Vision Begins with Education & Traning



” v.edust About This Guide

This guide explains the regulations and procedures governing the trainee journey from admission to graduation, and covers the following
three training diplomas:

Associate Diploma Associate Diploma Intermediate Diploma
Artificial Intelligence Technology Human Resources Management Human Resources Management
» Blended semester system (on- » Blended semester system (on- * Modular semester system (fully

campus + remote) campus + remote) remote)
» Level 4 — National Qualifications » Level 4 — National Qualifications » Level 5 — National Qualifications
Framework Framework Framework
» Two terms x 16 weeks * Two terms x 16 weeks * 5terms x 2 parts (8 weeks each) +
« 44 credit hours « 41 credit hours 12-week cooperative training
« 960 training hours (448 on-campus + « 896 training hours (352 on-campus + * 79 credit hours
512 remote) 544 remote) » 2,186 hours (1,696 remote + 490

cooperative)

Edition 1446 AH - MENA Higher Institute for Training - E-learning platform: training.mena.edu.sa
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”\.edu &t Vision - Mission - Values

Our Vision Our Mission

To build qualified Saudi professionals specialized in To deliver high-quality training programmes that

the technical and administrative fields the labour combine modern training methods (on-campus,

market needs. blended and remote) with professional training staff.
Our Values

Positive conduct Flzdloilllyy Sl

. Discipline Professionalism digital
and commitment .
transformation

Note: the text above is a preliminary draft, subject to approval or amendment by the management of MENA Higher Institute for Training.
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Definitions (1 of 3)

Training Record

Conduct and Attendance
Regulations

Supervision and Discipline
Committee

Passing Grade

Dismissal from Training
(Deregistration)

Graduation Certificate

Overall Grade

Trainer

49

A statement listing the courses the trainee has taken in each term, the grades obtained, and the trainee's
basic information.

Rules and instructions defining the general conduct a trainee must observe while at the institute.

A committee formed by a decision of the CEO to review referred violations and issue decisions on
dismissing a trainee from the training programme.

The minimum final grade required to pass a course, set at 60 marks.

An administrative decision issued against a trainee for academic failure or for breaching conduct and
attendance rules.

An official document issued by the institute certifying that the trainee has successfully completed the
programme, including their details, grade, GPA and graduation date.

A description of the cumulative GPA obtained by the trainee.

The person responsible for training trainees in their field of specialization.
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Definitions (2 of 3)

Training Programme

Training Term

Registration

Course

Blended Training

Remote Training

Credit Training Hour

50

The set of terms that make up the diploma plan; its duration varies by diploma mode (blended / remote).

A period defined in weeks for completing the training hours under the institute's approved training plan.

A set of procedures completing the trainee's admission, concluded when the trainee receives their training
schedule.

A training package delivered during the term, either in the regular (on-campus) mode or remotely.

A mode combining regular (on-campus) training at the institute with remote training via the learning
platform, within the same course or term.

A mode delivered entirely through the institute's e-learning platform without the need for physical
attendance.

The number of hours on which the course grade is calculated; it may differ from the course's actual contact
hours.
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”\.edu &t Definitions (3 of 3)

The company contracted with the institute to sponsor trainees after hiring them; it bears the training costs
and the trainee's monthly allowance (if any).

Sponsoring Company

. .. Afield training period in which the trainee is supervised by the host entity with follow-up from the institute;
Cooperative / On-the-Job Training passing it is a graduation requirement in some programmes.
Held at the end of each course to assess the trainee's level; trainees are notified of the date by email or

Final Examination per the training plan.

Graduate A trainee who has completed all graduation requirements under their training plan and passed all courses.

Final Grade The total assessment marks a trainee obtains in each course at the end of the term, calculated out of 100.

Conduct The trainee's self-commitment to the rules and the acceptance and application of directives and
u instructions inside the institute and its surroundings.
The trainee's commitment to attending at the official times from the start of the training day to its end,

Attendance : . : :
including online engagement in remote courses.
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”‘oedu &t Admission & Registration — Process Flow

The number of trainees admitted each term is determined by the capacity of each programme and its organizational nature.

/ Application \ / Admission \ / \ / Admission \

Submit h Tests Ad Registration
it t i i ission .
el:mrcg?rlrlen? Pass the personal Medical Fitness accortrjril:;lto the Sign the
application and * interview and the * Provide proof of the * programme's »' declarations and the
complete the institute's admission applicant's medical capacity and training agreement
: tests, plus the fitness o and receive the
required data and , . organizational .
sponsor's tests if training schedule

\ documents / \ applicable / \ / \ nature / \ /

Registration is complete when the trainee receives the training schedule - Minimum age at admission 17 - Saudi nationality - General

secondary certificate or equivalent

The trainee must be available full-time for training according to the programme mode (on-campus / blended / remote) and must meet any
further conditions set by the institute.
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”\.edu &t Admission Requirements

Applicants must meet the following seven requirements when applying to any of the training programmes:

a Pass the personal interview and the institute's

0 The applicant must be a Saudi national. admission tests (and the sponsor's tests, if any).

The applicant must be at least 17 years old at the
time of admission.

Be available full-time for training according to the
programme mode (on-campus / blended / remote).

Meet all requirements and documents specified at
the time of application, or any conditions the institute

The applicant must hold a general secondary G
may set later.

certificate or its equivalent.

Full compliance with these requirements is a condition for
The applicant must be medically fit. completing admission; admission is cancelled if the trainee does
not attend during the first week without an acceptable excuse.
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”‘ ® e du &t Documents Required at Registration

The list of documents the trainee must provide to complete the registration procedures:

n Original general secondary certificate A copy must also be provided

n Copy of a valid national ID The original must be presented for verification

n Recent personal photographs In the size required by the institute

Decl ti £ it t Signing a declaration committing to all the institute's terms and
eclaration or commitimen regulations

Signing the agreement with the sponsoring entity (if any), or a

n Training agreement training commitment undertaking for programmes not linked to a
sponsor

Registration is complete only when all the documents above have been provided and the trainee has received the training schedule.
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”‘oedu &t Training — Approved Training Modes

MENA Higher Institute for Training offers specialized diploma programmes in multiple training modes suited to the nature of each
specialization:

Blended Mode Fully Remote Mode

Blended Fully Remote
Combines regular (on-campus) training at the institute with Training is delivered entirely through the e-learning
remote training via the learning platform, within each platform, with field cooperative training at a later stage of
course. the programme.
» Associate Diploma — Artificial Intelligence Technology * Intermediate Diploma — Human Resources Management
» Associate Diploma — Human Resources Management « Each term is split into two parts x 8 weeks
* Training term: 16 weeks » Cooperative training: 12 weeks
* Blended semester system * Modular semester system

Training hours are calculated on the approved weekly contact hours for each course, and may differ between the regular and remote

modes of the same course.

95
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”\.edu &t Training — General Provisions

4 - N\ - N 60 N

weeks weeks marks

Minimum duration of a single training

: In the modular (remote) semester Passing grade — the minimum required
term in the blended semester system, N : o -
. . . : system, each training term is split into to progress from one training term/part
including preparation, continuous
: two parts of 8 weeks each. to the next.
\ assessment and final assessment. / \ J \ /
: . institute’ ini ith the annual
I Setting the Training Calendar 'rla'lk;enlnstltute s management prepares and approves the training calendar in line w e annua

A trainee progresses from one training term/part to the next upon achieving the minimum

I Progression Between Terms knowledge and skills defined for the courses.

Training hours are calculated on the approved weekly contact hours for each course, and may

I Calculating Training Hours differ between the regular and remote modes of the same course.
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” )} .edu &t Departments & Specializations

The institute offers three specialized diploma programmes; below is a brief comparison. The full training plans are provided in the appendix to
this guide.

_ Associate Diploma — Al Technology Q::gzlriteesmploma — Ll gézgmuc:gégte DI == eI

- Blended semester system (on-campus + Blended semester system (on-campus +
Training mode remote) remote) Modular semester system (fully remote)
Professional level Four Four Five
. 5 terms x 2 parts (8 weeks each) + 12-
Programme duration Two terms x 16 weeks Two terms x 16 weeks week cooperative training
Credit hours 44 41 79
Total training hours 960 hours (448 on-campus + 512 remote) 896 hours (352 on-campus + 544 remote) 1118 (MBS ({8 Enielss < L0

cooperative)

Recruitment coordinator, HR specialist,
employee relations supervisor, payroll
auditor

HR specialist, training specialist, job
classification specialist, payroll auditor

Key career Al specialist, data analyst, ML model
opportunities developer, business intelligence specialist

All programmes are accredited within the National Qualifications Framework, and an accredited diploma certificate from the Technical and
Vocational Training Corporation is awarded upon completion of the graduation requirements.
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”‘ .edu &t Associate Diploma — Artificial Intelligence

Technoloqgy

Blended semester system (on-campus + remote) - Level 4 — National Qualifications Framework

Two terms 44 960 448 + 512

Programme duration (16

credit hours total training hours on-campus + remote hours
weeks per term)

General Objective

To equip the trainee with the skills and knowledge required to work in the field of artificial intelligence technology and to attain
Level 4 of the National Qualifications Framework.

Expected Career Opportunities
Al technician / specialist Data analyst Machlngel\?;?r;régr] model BUS'”i:Seé?;ﬁgl[gence
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”‘ .edu &t Associate Diploma — Human Resources

Management

Blended semester system (on-campus + remote) - Level 4 — National Qualifications Framework

Two terms 41 896 352 + 544

Programme duration (16

weeks per term) credit hours total training hours on-campus + remote hours

General Objective

To qualify the trainee to work in the field of human resources management at Level 4 of the National Qualifications Framework.

Expected Career Opportunities

Employee relations
supervisor

Recruitment coordinator HR specialist

Payroll auditor Assistant HR manager
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”‘ .edu &t Intermediate Diploma — Human Resources

Management

Modular semester system (fully remote training) - Level 5 — National Qualifications Framework

5 terms 79 2,186 12
Each temv]v:et;vkos parts x 8 credit hours total training hours weeks of cooperative training

General Objective

To qualify the trainee to work in the field of human resources management at Level 5 of the National Qualifications Framework.
Hours breakdown: 1,696 remote hours + 490 cooperative training hours.

Expected Career Opportunities

Recruitment Job classification Pavroll auditor Assistant HR
coordinator specialist y manager

HR specialist Training specialist
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”‘oedu &t Trainee Rights

61

The institute guarantees the trainee the following rights throughout their enrolment in the training programme:

Receive quality training in accordance with the approved training plan of the enrolled programme.

Access to the basic training resources provided by the institute: learning platform, laboratories and training halls.

Receive an accredited diploma certificate from the Technical and Vocational Training Corporation upon completing
the graduation requirements.

Submit complaints and appeals in accordance with the procedures approved in this guide.

Benefit from the career guidance and counselling services available at the institute.

Where the programme is linked to a sponsoring entity or cooperative training: appointment with the sponsor and a
training allowance under the signed agreement.
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”‘oedu &t Trainee Duties

The trainee undertakes the following duties throughout their enrolment in the training programme:

Respect the institute's regulations and instructions and the directives of its management, and refrain from breaching
them.

Take care of equipment, tools and the e-training platforms and use them properly.

Attend all lectures and practical training activities, and engage regularly in remote courses: log in to the platform and
complete assignments and tests on time.

Maintain good conduct in dealing with fellow trainees, trainers and the institute's management.

Comply with the decisions of the institute's management regarding violations committed by the trainee.
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”\.edu &t Trainee Affairs

The Trainee Affairs Department follows up on trainees and provides the services they need throughout the training period. Its main tasks

include:

Support Services Attendance & Absence

Introduction letters, issuing training schedules, and approving Monitoring trainees through the on-campus and electronic
excuses and leaves. attendance system.

Coordination with Entities Periodic Reports

Coordinating between the trainee and the sponsoring entity or Submitting periodic reports on trainee performance and training
cooperative training provider, where applicable. status.

Extracurricular Activities Sponsor Satisfaction

Contributing to the organization of extracurricular activities for Following up on sponsoring entities' satisfaction with graduates
trainees. after they join the workplace.
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”\.edu &t Guidance & Counselling

The institute provides counselling and guidance services that help trainees overcome training obstacles and excel. The main services

are.

Solving Problems & Obstacles Career Guidance
Helping resolve problems and offering solutions and advice that Providing career advice and guidance suited to the trainee's
raise trainees' academic achievement and cumulative averages. professional interests and the nature of the specialization

(technical / administrative).

Courses & Meetings Remote Training Support

Holding and organizing relevant courses, meetings, lectures Following up on trainees who struggle to engage with the

and training visits. platform and providing the necessary technical and advisory
support.

Official communication channel: the institute's approved email - The guidance and counselling supervisor is the trainee's first
point of contact
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Absence with an acceptable excuse Absence without an acceptable excuse

* Monthly test: the test is re-sat when an acceptable excuse is
submitted and approved by the institute's management within

one week of the official date.

» Final examination: the exam is re-sat when an acceptable
excuse is submitted and approved at the beginning of the
first week of the following term / training part.

Additional Provisions

65

Late arrival to an examination

The trainee may not claim additional time, and entry is not
permitted once more than half of the examination time has

elapsed.

Absence Provisions in Examinations

» The monthly test or final examination may not be re-sat, and
the trainee is given a zero.

* Absence from the final examination without an excuse
results in deregistration.

Remote training courses

The same provisions apply to the examination and assignment
deadlines set on the platform, unless the course instructions

state otherwise.

Index
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Term GPA and Cumulative GPA

Term GPA Cumulative GPA

Total course points in the training term

Total credit hours of those courses

Calculated by dividing the total points the trainee obtained in
the training term by the total credit hours of all courses taken in
that term.

Reference Indicators

60 100

Passing grade — the
minimum required to pass a
course

Final grade for each course

Total points since joining the programme

Total credit hours of those courses

Calculated by dividing the total points the trainee obtained in all
courses since joining the training programme by the total credit
hours of those courses.

2.00 5.00

Minimum cumulative GPA for

graduation Approved grading scale

66 [
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”‘ o] e du &t Score-to-Grade Conversion Table

Grade Score range Points Description

A+ 95 — 100 5.00 Excellent + Term GPA
Total course points for the term + total

A 9010 <95 4.75 Excellent credit hours of that term’s courses

B+ 8510 <90 4.50 Very good +

B 80 to < 85 4.00 Very good Cumulative GPA

C+ 75 to < 80 3.50 Good + Total points across all courses since
enrolment + total credit hours of those

C 70to <75 3.00 Good e

D+ 65t0 <70 2.50 Pass +

D 60 to < 65 2.00 Pass .
Passing grade

F Less than 60 1.00 Fail

The minimum to pass any course is 60 out
of 100

Note: the grading table follows the general grading scale of the Technical and Vocational Training Corporation; please verify it against the
institute's official regulations before final approval.
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”‘ ° edu &t Re-sitting the Final Examination & Grade

Appeals

Re-sitting the final examination Grade appeal

c Submit the appeal request to Trainee Affairs
Within 48 hours of the grades being released

Maximum re-sits of the final examination

Two courses per training year / stage

The request is reviewed by the competent unit at

Re-assessment out of 100 marks covering the institute

100 all parts of the course

The trainee is notified of the outcome by official

email

Continuous assessment marks are not
Not counted

considered in a re-sit

Important: the appeal window is 48 hours from the date grades are released — requests submitted after the deadline are not
considered.
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”‘ .edu &t Cooperative Training & the Graduation

Path

In programmes linked to a sponsoring entity or that include a cooperative training stage (such as the Human Resources Management
diploma — modular system), the trainee moves to the cooperative training stage at the workplace after successfully completing the
specialized courses.

Specialized courses Cooperative training Pass assessment Graduation
Field training at the

Passing cooperative training
is an essential graduation
requirement

Graduation certificate +
accredited training record

Pass all courses in the workplace, supervised by the
training plan entity with follow-up from the
institute

Graduation Requirements

2.00 100% Mandatory

Successful completion of all programme Passing cooperative training in the

Minimum cumulative GPA out of 5.00 . : :
requirements programmes that include it

Once the requirements are met, the trainee is awarded a graduation certificate accredited by the Technical and Vocational Training

Corporation, together with a training record listing courses, grades and the overall grade.
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”\.edu &t Overall Grade at Graduation

70

4.50 — 5.00 I
a Very good 3.75 — less than 4.50 S
e Good 2.75 — less than 3.75 -
° Pass 2.00 — less than 2.75 ]

The minimum for graduation is a cumulative GPA of 2.00 out of 5.00 — the trainee receives a graduation certificate and a
training record showing the overall grade.
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”‘ .edu &t Conduct & Attendance — Escalation

Ladder

Behavioural violations are classified into four degrees, ordered from the first degree (least severe) to the fourth degree (most severe):

Fourth Degree

Immediate suspension and

Third Degree security referral

Suspension pending the
committee's decision

Second Degree

Undertaking and remedy, then

First Degree suspension

Warning, then escalation

[ Severity 1 } [ Severity 2 } [ Severity 3 ] [ Severity 4 ]

Increasing severity of the violation and the action it entails
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First Degree

Warning, then escalation

« Sleeping in the training venue, or disrupting training with
side conversations.

« Not bringing the required books or training tools.

+ Attending without the required uniform or appearance, or
arriving late to the morning session / the start of remote
training.

-

Action: a warning from the trainer on the first violation — a
recorded behavioural violation with notification of the
sponsoring entity on repetition — announcement of the
decision if repetition continues.

-

N

First- and Second-Degree Violations

Second Degree
Undertaking and remedy, then suspension

» Causing disorder within the institute's premises, or
tampering with institute property.

« Misusing the institute's property and equipment or the e-
learning platform.

« Stealing, deliberately damaging or vandalizing any of the
institute's equipment or colleagues' property.

RN

Action: a written undertaking and repair of the damage on the
first violation — suspension from training for a specified period
on repetition — referral to the disciplinary committee if
repetition continues.

~

)

72 [

Index

] i)y adadilly o Ay,




Third Degree

Suspension pending the disciplinary committee's decision

« Threatening or using abusive language towards institute
staff (administrators or trainers) or colleagues.

» Possessing or displaying material contrary to religious
values and public morals, or using drugs.

-

-

Action: suspension of the trainee from training until the
disciplinary committee issues its decision, with deductions from
the allowance (if any) and from conduct marks.

\

)
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Third- and Fourth-Degree Violations

Fourth Degree

Immediate suspension and security referral

« Showing contempt for the rites of Islam or spreading
subversive ideas.

* Promoting or possessing drugs, or physically assaulting a
member of the institute's staff.

» Forging official documents and seals, or any case in which
the trainee's presence becomes a danger to the institute
community.

/

.

\

Action: immediate suspension from training until the disciplinary
committee issues its decision, and referral of the trainee to the
relevant security authorities if the violation cannot be addressed
within the institute.

)

The details of the violation degrees and their procedures are officially approved by the institute's management and the Supervision and
Discipline Committee.

[
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”‘ [ e du &t Trainee Complaint Procedure

This procedure guarantees the trainee's right to raise a complaint and have it reviewed through a clear, four-step official process.

Submitting the
complaint

Reviewing the Committee decision Notifying the trainee
complaint

The trainee submits a e cufdknes ane The competent The final decision is
complaint to the : : committee takes the issued and
guidance and counselling coulnsellmg supewlg,or appropriate decision on communicated to the
supervisor in person or reviews the complaint the complaint referred to trainee by email from

via the institute's official before referring it to the $ nee by email f
email competent committee

1. Submitting the complaint Trainee In person or via the official email
2. Reviewing the complaint Guidance and counselling supervisor Internal

3. Committee decision The competent committee Internal

4. Notifying the trainee Trainee Affairs Official email
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”‘ ° e du &t Attendance & Absence Policy — Warning

Ladder

4 N

» 8% »
Dismissal from the

\ First warning J \ Second warning J \ Final warning / K programme /

Other dismissal cases

Two weeks First week 10 minutes
A new trainee's admission is cancelled if
they do not attend during the first week
without an excuse

Interruption of training for two consecutive

Arriving 10 minutes late to an on-campus
weeks without an acceptable excuse

or live session counts as an absence

The percentages above (5% - 8% - 12% - 15%) are a preliminary draft, to be officially approved or amended by the institute's
management.

Index ]
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”‘oedu &t Attendance and Absence Provisions

76

Attendance commitment

The trainee must attend all training hours of the course, whether regular (on-campus) or remote via the e-learning platform.

Remote training

Failing to log in to the platform or to complete the required activity within the set time counts as an absence, unless an acceptable
excuse is submitted.

Official communication channel

The institute's official email is the primary channel of communication between the trainee and the institute regarding absences and
warnings.

Proof of excuse

A trainee absent due to illness or any other excuse must submit supporting evidence (a medical report or official proof) to Trainee
Affairs within two days at most of returning to training.
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”\.edu &t Occupational Safety Unit

Occupational safety is the discipline of protecting trainees and staff inside the institute and its laboratories from potential

incidents that may cause injuries or damage to property.

Occupational Safety Measures

Use personal protection and safety equipment during practical
training in the laboratories, and never underestimate its
importance.

A first-aid kit is provided at the training sites to deal with minor
injuries quickly.

> |
Evacuation awareness

ﬂ Following up safety requirements

Embedding occupational safety within the institute by following Raising trainees' awareness of evacuation procedures and
up safety requirements and reducing incidents. how to act when incidents occur.
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”‘ ® e du &t Training Plan — Associate Diploma in Al Technology

First training term - Blended semester system (on-campus + remote) - Level 4 — National Qualifications

Framework
I T
ENGL 101 English Language (1
2 STAT 101 Principles of Statistics 3 4
3 MATH 121 Mathematics 3 4
4 Al 111 Python Programming Fundamentals 4 6
5 Al 112 Principles of Machine Learning 4 6
6 Al 113 Principles of Business Intelligence 3 4
Al 114 Fundamentals of Artificial Intelligence

Programme total: 44 credit hours - 960 training hours (448 on-campus + 512 remote)
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”‘ ® e du &t Training Plan — Associate Diploma in Al Technology

Second training term - Blended semester system (on-campus + remote) - Level 4 — National Qualifications

Framework
I
ENGL 102 English Language (2
2 Al 121 Deep Learning 4 6
3 Al 122 Data Science and Analytics 4 6
4 Al 123 Machine Learning Frameworks in Python 4 6
5 Al 124 Computer Vision 3 4
Al 125 Generative Artificial Intelligence

Programme total: 44 credit hours - 960 training hours (448 on-campus + 512 remote)
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”‘ .edu &t Training Plan — Associate Diploma in Human Resources

Management

First training term - Blended semester system (on-campus + remote) - Level 4 — National Qualifications

Framework
e e
ADMN 101 Principles of Business Administration
2 HR 101 Principles of Human Resources Management 4 5
3 BEHV 101 Workplace Conduct and Communication Skills 2 2
4 HR 241 English Terminology in Human Resources 3 5
5 HR 251 Computer Applications in Human Resources 4 6
HR 230 Performance Management

Programme total: 41 credit hours - 896 training hours (352 on-campus + 544 remote)
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”‘ .edu &t Training Plan — Associate Diploma in Human Resources

Management

Second training term - Blended semester system (on-campus + remote) - Level 4 — National Qualifications

Framework
I T S N )
HR 111 Job Analysis and Evaluation
2 HR 112 Human Resources Planning 4 4
3 HR 221 Recruitment and Selection 3 4
4 HR 222 Human Resources Training and Development 3 5
5 HR 232 Civil Service Administration 3 5
HR 223 Wage and Compensation Systems Management

Programme total: 41 credit hours - 896 training hours (352 on-campus + 544 remote)
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”‘ .edu &t Training Plan — Intermediate Diploma in Human Resources

Management

First training term - Modular semester system (fully remote) - Term total: 20 credit hours - 54 weekly contact hours

Part One (8 weeks)

ours
MATH 101 Mathematics
2 ENGL 111 English Language (1) 3 8
ADMN 101 Principles of Business Administration

e, e

Part Two (8 weeks)

ARAB 101 Technical Writing
2 COMP 101 Introduction to Computer Applications 2 8
3 CAR 101 Career Guidance and Excellence 2 4
4 CAPS 101 Introduction to the World of Business (1) 2 8
HR 101 Principles of Human Resources Management

__“_
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”‘ .edu &t Training Plan — Intermediate Diploma in Human Resources

Management

Second training term - Modular semester system (fully remote) - Term total: 20 credit hours - 52 weekly contact

hours

Part One (8 weeks)

I T S v
ours
ISLM 101 Islamic Studies
2 ENGL 112 English Language (2) 3 8
ACCT 101 Principles of Accounting

e, ™

Part Two (8 weeks)

COMP 102 Advanced Computer Applications 2
2 STAT 101 Introduction to Statistics 3 6
3 HR 111 Job Analysis and Evaluation 3 8
HR 112 Human Resources Planning 4

I SO
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”‘ .edu &t Training Plan — Intermediate Diploma in Human Resources

Management

Third training term - Modular semester system (fully remote) - Term total: 18 credit hours - 52 weekly contact hours

Part One (8 weeks)

I TS v
SKIL 101 Learning Skills
2 HR 221 Recruitment and Selection 3 8
HR 230 Performance Management

I S S S

Part Two (8 weeks)

I T
ours
ENGL 113 English Language (3)
2 HR 222 Human Resources Training and Development 3 10
HR 232 Civil Service Administration

O ™ S S
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”‘ .edu &t Training Plan — Intermediate Diploma in Human Resources

Management

Fourth training term - Modular semester system (fully remote) - Term total: 17 credit hours - 54 weekly contact

hours
Part One (8 weeks)

BEHV 101 Workplace Conduct and Communication Skills 2
2 CAPS 102 Introduction to the World of Business (2) 2 8
3 HR 223 Wage and Compensation Systems Management 4 12
HR 241 English Terminology in Human Resources 3

O S S

Part Two (8 weeks)

HR 251 Computer Applications in Human Resources

HR 252 Selected Topics in Human Resources Management

I S SO S
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”‘ ® edu &t Training Plan — Fifth Term (Cooperative Training)

Intermediate Diploma in Human Resources Management - Term total: 4 credit hours - 490 cooperative training

hours

Part One (6 weeks)

HR 298 Cooperative Training (1

I ™ O S

Part Two (6 weeks)

HR 299 Cooperative Training (2
__—_
12 490 Mandatory
weeks of cooperative training field training hours FEESIAY e el g 15 (1 el el

requirement
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Institute Address and Contact Details

MENA Higher Institute for Training

87

Address

Website

E-learning platform

Phone /| WhatsApp

Technical support link

Social media accounts

Kingdom of Saudi Arabia — Riyadh — Exit 9 — Al-Shuhada District

Mena.edu.sa

training.mena.edu.sa

+966 55 462 4631  +966 53 560 3124

https://training.mena.edu.sal/local/support/index.php

0 @ 6
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https://wa.me/966554624631
https://training.mena.edu.sa/local/support/index.php
https://www.linkedin.com/company/mena-edu-sa/people/?viewAsMember=true
https://www.snapchat.com/@mena_education?sender_web_id=156fb467-766a-4db3-aaa8-e121c7e72435&device_type=desktop&is_copy_url=true
https://www.instagram.com/mena.edu.sa/

fM.edust

We wish you a successful training journey

This guide is your reference for everything related to training regulations and procedures — from admission and
registration through to graduation.

Trainee Affairs Guidance & Counselling Complaints & Appeals
Services, excuses and attendance Academic and career support Through technical support tickets
Edition 1446 AH Mena.edu.sa training.mena.edu.sa
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