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Version Control Table

Version Date Prepared by | Reviewed by | Approved by Description of Changes
KTS - Lead Internal Chief
Vocational Verifier (IV) Executive
Qualification Officer (CEQ)
1.0 06.12.2021 Dept.
Internal
Quality
Assurer (IQA)
2.0 8.6.2026 KA - Lead Internal Chief Comprehensive update and alignment
Vocational Verifier (V) Executive of Handbook Sections (5, 6, 7, 8, 9, 10)
Qualification Officer (CEQ) | to meet regulatory requirements.
Dept.
Internal Incorporated dedicated regulatory
Quality policies: Addition of Data Protection &

Assurer (IQA)

Learner Privacy Policy: Ensures strict
compliance with the UAE Personal
Data Protection Law (Federal Decree-
Law No. 45 of 2021). Clarifies the
secure handling of student data and
formalizes the archiving mandates of
10 years for assessment/IQA portfolios
and 50 years for permanent
graduation registries. Addition of Equal
Opportunity & Diversity Policy:
Formalizes the KA’s commitment to a
fair, inclusive, and tolerant learning
environment (in line with UAE national
values), ensuring equal access to
enrollment, training, assessments, and
academic support without
discrimination.
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» Section 5 (CBA): Integrated
Competency-Based Assessment
framework (C/NYC) and formalized the
VARCS evidence methodology to align
with external audit expectations.

* Section 6 (Code of Conduct):
Embedded UAE national identity
expectations (modest attire, customs,
and traditions), established a clear
disciplinary escalation matrix, and
aligned Health, Safety, and
Environment (HSE) protocols.

e Section 7 (Attendance): Formalized
electronic attendance tracking via
LMSS, reinforced the mandatory 80%
minimum threshold, and established
the automated withdrawal rule after
one calendar month of unexcused
absence.

* Section 8 (Learner Support):
Structured the Learners of
Determination policy in strict
compliance with UAE Federal Law No.
29 (2006), detailing Individual Support
Plans (ISP) and reasonable
accommodation frameworks.

¢ Section 9 (Appeals & Complaints):
Formally separated the Academic
Appeals pathway (10 working days
timeline) from General Complaints,
introducing a strict response and
escalation matrix.

e Section 10 (Graduation &
Certification): Developed a new
graduation policy defining competency
criteria and clearing
financial/administrative liabilities,
detailing the three-tier verification
process (IV, EV, and digital
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endorsement via ACTVET/NQC
gateways)

¢ Record Retention (General):
Standardized secure data archiving
protocols (10 years retention for
conduct, appeals, and SISPS records;
30 years retention for final
achievement and certification logs).
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Document Control Template

Document Title

Learner’s Handbook plxied! Judo

Document Code

KTS-QA-LMN-01

Version No. 2.0
Effective Date 8 June 2026
Next Review Date 7 June 2028
Review Frequency 2 Years

Developed by

Vocational Qualification (VQ) Committee

Reviewed by IQA

Reviewer Signatory £ o
Approved by CEO

Authorized Signatory s

Confidentiality Level

Internal Document

Related Documents

Trainees Code of Conduct & Ethics Policy, Trainee Attendance Policy, Learners of
Determination Policy, Complaint Policies and Procedures, Appeal Policy, Health,
Safety, and Environment Policy, IQA Manual.

Distribution Enrolled Learners, Trainers, Assessor, IVs, IQA, Learner Affairs Officer, Vocational
Qualification Manager

Supersedes Ver. 1.0
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