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Article (1)

1-Introduction

1- Training

Training is a deliberate activity that includes a number of systematic steps, which are mainly
aimed at achieving the goals and objectives by mobilizing valuable efforts and developing the
cognitive, scientific, informational, and thinking aspects of the trainee or trainee group and
seeking positive behavioral change. In addition to the different skills and abilities and the
development of performance and thus a positive change in the mechanism of action by

changing the general trends and all behavioral patterns.

2-Types of training

Practical or technical training This type of training is concerned with the development of

technical skills and capabilities closely related to the practical or practical aspect of the work,
ie, related to the ways in which the work is performed. Examples include skills related to
calculating the financial budgets or calculating the salaries of employees in a particular
organization or company. Behavioral training is a change in intentional behavior patterns.
Examples include exercises related to ways of dealing with others, understanding of
personalities, and raising awareness about the importance of commitment to the general core

values and the impact on the working environment among employees.

3-The importance of training

The training develops and broadens the horizons of managerial behaviors related to
flexibility in work, systematic thinking, handling and the ability to solve and deal with various
problems, adapt to changes and new working conditions, absorb the anger of others, develop

listening skills, And to invest their potential for the benefit of all stakeholders.

The training provides the human competencies needed by any organization to achieve its
objectives, works to qualify them with the best qualification commensurate with the
requirements of the modern work, and achieves the stability required in production, as the
presence of a group trained in the best organization ensures the continuation of the operational
process as required. Optimal training increases average monthly and annual income, and

opens the doors to opportunities for work and a better life.

CITC Sudan | <l ubs W)
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Article (2)

2-Training programs in Cambridge International Sudan

Training programs at Cambridge International Sudan have been developed on a number of
grounds. The most important of these is that training is not only related to science, knowledge
and modern techniques, but training has other reasons. The most important of these reasons is
to strengthen the weaknesses of the institution or the employees of the institution, which
reduces the efficiency of their work. So there are a lot of weaknesses that we need to
strengthen by training. You often see managers mocking the skills of new graduates and just
talking about their weaknesses, which is not constructive and disrespectful. If we try to train
them, we may discover that they have great abilities and will do a lot of work and will have a
degree of loyalty to the institution that gave them training opportunities and also have some

appreciation to their managers who have been interested in developing their skills.

Training in Cambridge Sudan to address weaknesses has a significant impact and a great need

in the levels for several reasons.:
First: there are often basic skills and knowledge for work and lost to the employee.

Second: not training the lower levels in the hierarchy means that the higher levels strictly
supervise the work of the lower levels and perhaps do some of their work and consequent

neglect of the higher levels of their original work.

Third: The employee may be able to do his work but we help him to do the work of others so
that we can rotate employees from one job to another. This is a method used in many modern

management policies.

Fourth : the process of recycling employees between different jobs has many positive aspects,
including: the employee's lack of boredom as a result of doing the same work for years and
years, and develop different experiences of the staff to enable them to hold senior
management positions, as well as the lack of concentration of experience in one person and

the ability to cover any Lack of staff.

Training is a means of increasing staff affiliation, motivating them to work and helping them
to develop themselves in and out of work. Training programs have been developed at
Cambridge International Sudan to motivate staff, where training has been linked to

promotions, job placement and salary structure.

(ﬁﬁﬂw) CITC Sudan | <l At BEKD
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Article (3)

3- Training methodology in Cambridge International Sudan

The training in Cambridge International Sudan was divided as follows:

1- Basic training
2- Advanced training

3- Technical training

1- Type 1/ basic training

Basic training is mandatory for all employees in Cambridge from the first scale up to the third
scale and has been linked to the following:

1- No new employee will be put in the permanent service in Cambridge Sudan unless he
performs basic training and obtains the certificate (Cambridge Basic Training Certificate)

2- No employee will be included in the salary structure or to be entitled for salary rise nor to
contract renewal unless he performs basic training and obtains the certificate (Cambridge
Basic Training Certificate)

3 - Basic training is available in both Arabic and English and includes:

1. A full definition of Cambridge Foundation, its history, its achievements.

2. Definition of the organizational structure of Cambridge International.

3. Define the internal policy of Cambridge International and the regulations and regulations
governing the work.

4. Definition of the internal policy of Cambridge International Schools Sudan

5. Definition of sub-regulations such as labor regulations - job description of leadership
positions - financial regulations - warehouse and procurement regulations

6. The principles of leadership .

7. The art of dealing with coworkers.

8. Time management

(ﬁﬂﬂB) UL DUUAIT | = T i
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- Type 2 / Advanced Training

Includes all workers from the first to the third scale and is divided into:
1- Administrative training

2- Academic training

It was linked to the following:

1- No Administrative staff member will be promoted to any higher position in Cambridge
Sudan unless he performs the advanced training and offered the certificate (Cambridge

Advanced Training Certificate In- Preparation and Qualification of Leaders )

2- No Administrative staff member in the first scale will be eligible for contract renewal
with Cambridge Sudan unless he performs the advanced training and offered the
certificate (Cambridge Advanced Training Certificate In- Preparation and Qualification of

Leaders )

3- No Academic staff member will be promoted to any higher position in Cambridge Sudan
unless he performs the advanced training and offered the certificate (Cambridge

Advanced Training Certificate - British Curriculum Teaching Skills)

4- No Academic staff member in the first scale will be eligible for contract renewal with
Cambridge Sudan unless he performs the advanced training and offered the certificate

(Cambridge Advanced Training Certificate - British Curriculum Teaching Skills)

1- Administrative training

A) Administrative training includes all administrative staff in Cambridge and is binding on all
first class employees as well as all candidates for promotions for higher positions as the main
objective of the advanced training is the development and preparation of leaders and its
purpose is to select second-level employees of the Cambridge Junior Junior Staff to prepare
them for work As managers in different departments of Cambridge International so they are

ready to take over the management of the senior staff (senior staff) when assigned to them.
B) Administrative training is available in Arabic and includes:

Full training for the leadership development program Taking into account all aspects of the
participant's personality, not only the practical aspect, the program uses discussions,
evaluation, small group sessions, peer feedback and group learning activities, highlighting

self-confidence as well as training in opinion and watching movies and lectures from People

CITC Sudan | <l Aubs ﬂ
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2. Academic training

A) Academic training includes all academic staft:

o Academic Directors
o Heads of the people
o Coordinators of the stages
o Teachers
o Teachers' assistants
It is binding on all those mentioned without exception besides the basic training,.
Academic training is available in English and includes full training on the details and skills

of the British curriculum.

Type 3/ Technical Training

Includes all employees of all scales who hold technical jobs requiring field technical training
such as service supervisors, security guards, drivers and even workers. This training is carried

out online or by section heads as needed.

Technical training is divided into: -

1. Training of HR

2. Training of accounts

3- Training of salary structure

4 - Training of administrators

5 - Training of IT supervisors

6. Training of service supervisors
7. Training security and safety

8. Training of drivers
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Article (4)

4. Training methods and procedures

Explain the types of training

Basic training

Is mandatory for all
employees in
Cambridge from the
first scale up to the

third . Availabel in
Arabic and English
Language

4. Training methods

Advanced Training

Technical Trainin

Includes all workers from
the first to the third scale
and is divided into:

1- Administrative training

2- Academic training

Includes all employees of
all scales who hold
technical jobs requiring
field technical training
such as service
supervisors, security
guards, drivers and even
workers.

All types of training are 60 hours per course, to be completed within one month during which

the trainee must complete the training and obtain the certificate as follows:

Time to Finish Duration (HRs) Type of Training Trainer
30 days 60 Basic Training Online
30 days 60 Advanced Administrative Training Online / Attend
30 days 60 Advanced Academic Training Online / Attend
30 days 60 Technical Training Online / Attend

1- A website has been created for the employees on the Internet through which the

registration and the full course will be e-training ( online ) in cooperation with Cambridge

College London in the UK under a contract for providing web training to all employees of

Cambridge International in Sudan on the Internet through a site for all employees where they

can Registration for training.

http://staff.citcsudan.org
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Division of training

Basic Training

Advanced Training

Technical

Academic

Administrative

Basic training is mandatory
for all employees in
Cambridge from the first
scale up to the third scale
and has been linked to the
:following

- No new employee will be -
put in the permanent service
in Cambridge Sudan unless
he performs basic training
and obtains the certificate
(Cambridge Basic Training
(Certificate

- No employee will be
included in the salary
structure or to be entitled for
salary rise nor to contract
renewal unless he performs
basic training and obtains the
certificate (Cambridge Basic
(Training Certificate

Basic training is available in
both Arabic and English

A) Academic training

includes all academic staff:

-Academic Directors
-Heads of the people
-Coordinators of the stages
-Teachers

-Teachers' assistants

It is binding on all those
mentioned without
exception besides the

basic training.

Academic training is
available in English and
includes full training on the
details and skills of the

British curriculum

Administrative training

includes all administrative

staff in Cambridge and is
binding on all first class

employees as well as all
candidates for promotion

for higher positions as the

main objective of the
advanced training is the
development and
preparation of leaders an
its purpose is to select
second-level employees
of the Cambridge Junior
Junior Staff to prepare
them for work As
managers in different
departments of
Cambridge International
so they are ready to take
over the management of
the senior staff (senior
staff) when assigned to
.them

B) Administrative training
is available in Arabic

Includes all employees
of all scales who hold
technical jobs requiring
field technical training
such as service

S | supervisors, security
guards, drivers and even
workers. This training is
carried out online or by
section heads as

d | needed.

Technical training is
divided into:

1-Training of HR
2-Training of accounts
3- Training of salary
structure

4- Training of
administrators

5-- Training of IT
supervisors

6- Training of service
supervisors

7- Training security and
safety

8- Training of drivers

Distribution of staff on technical training

Training Of Training security | Training of service Training of IT Training of Training of salary | Training of accounts |  Training of HR
Diivers and safety supervisors supervisors administrators structure
All drivers, All Security Guard, All service AllIT supervisors All branch & All accountants, All accountants & All HR staff
drivers' supv. Security & Safety SUpervisors department auditors , Branches auditors
and transport managers & departments
SUPErvisors Managers

(1)
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Article (5)
How to register for training

1- A training agreement has been signed with Cambridge College London to provide training
to all the members of Cambridge International Sudan in accordance with our training needs.
A website has been created for the employees to register and attend the course online in
cooperation with Cambridge College London, UK. For the provision of web training for all
employees of Cambridge International in Sudan and on the Internet for all employees where

they can register for training.

2 - The employee follow the steps on the web site and complete the application to register at
Cambridge College London.
http://staff.citcsudan.org

3. Basic training is open to all employees. The employee must go directly to the site to start
registration until the certificate is obtained. Daily reports from Cambridge College London
will be sent to the HR Dept. of Cambridge Sudan as well as a copy of the employee's
certificate.

4 - Technical and advanced training requires the completion of basic training and obtaining
the certificate by following the same steps for basic training note that the registration for

technical training and advanced training will not be approved by the college unless the

completion of the basic training and obtaining the certificate.

Training Section

The training section is located under the Finance and Administration Department in the
structure of the institution.

Responsibilities of the training officer

* Prepare annual and quarterly training plans.

* Supervise the implementation of the training plan.

* Administering and supervising the training program and staff training site

¢ Check any defect in the online training system.

* To submit a monthly report of the training system and its results to the Director of
Personnel.

* Preparation of a training program to implement the training plan

* Coordinate training requirements with departmental managers

* Supervision and follow-up of basic training for new employees

* Organization of advanced and specialized training.

» Manage training records for all employees
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