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Institutional Policies
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At Tnaghom Training Center, we are committed to implementing the highest standards of
quality and professionalism across all our services.

This section presents the institutional policies that govern our relationships with trainees,
trainers, and partner organizations—ensuring transparency, accountability, and regulatory
compliance.
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These institutional policies have been developed in alignment with the
international standard ISO 21001:2018 for Educational Organizations
Management Systems, along with best practices in governance, quality,
and digital transformation.

Policies are periodically reviewed by the executive management to
ensure continued relevance, regulatory compliance, and alignment with
stakeholder needs.
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1. Information Security Policy

This policy aims to protect the information assets of Tnaghom Training Center against all
potential threats, whether internal or external, intentional or accidental. It ensures
confidentiality, integrity, and availability of data related to training programs, trainees,
trainers, and all operations.

Scope:

* Applies to all staff, trainers, trainees, and service providers.
* Key principles:

+ Confidentiality: Access for authorized personnel only.

* Integrity: Protection from unauthorized modification.

* Availability: Information is accessible when needed.

Controls:

* 2FA, encryption, backup systems.

* Restricted access to data.

* Mandatory annual training on information security.

Intentional breaches may lead to disciplinary or legal action.

2. Data Retention Policy

This policy governs the collection, storage, use, and deletion of data at Tnaghom, covering
trainees, trainers, and client organizations.

Retention periods:

* Trainee data: 5 years.

* Financial records: 10 years.

+ Contracts/documents: As per local regulations.

Data is not shared externally without written consent. Individuals have the right to request
data access, correction, or deletion after engagement ends.

Expired data is securely destroyed using irreversible digital methods.
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3. Remote Training Policy

This policy regulates the delivery of online training and defines responsibilities for all parties
involved.

Key provisions:

* Minimum attendance of 75% required.

* Real names must be used; no account sharing.
* No session recordings without written approval.

Certificates are awarded upon fulfilling participation and assessment requirements. Identity
verification is applied in accredited programs.

Misconduct during sessions is prohibited and subject to escalating penalties.

4. Training Quality Policy

Tnaghom is committed to providing high-quality training aligned with ISO 21001 and EFQM
standards.

Core elements:

* Program design based on needs analysis.

+ ADDIE or equivalent methodology used in content development.
* Trainer briefing before each session.

* Evaluation of trainers and trainees with data analysis.

Key KPIs:

* Learner satisfaction = 90%

* Client satisfaction = 85%

* Minimum of 10 improvements implemented annually

Programs are reviewed every 6 months for alignment with industry best practices.
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5. Complaints and Feedback Policy

This policy provides an efficient mechanism for managing complaints and feedback from
trainees, clients, or stakeholders.

Submission channels:

* Online form

+ Official email: info@tnaghom.com
* Directly via trainer or support staff

Resolution process:

* Logged within 1 business day
* Reviewed within 3 days

* Formal response within 7 days

If unsatisfied, complainants may escalate to the Executive Director.

6. Intellectual Property Policy

All content produced or customized by Tnaghom is the exclusive intellectual property of the
center. Unauthorized use, reproduction, or distribution is prohibited.

Protected materials include:

* Presentations, manuals, and guides

* Videos and assessments

« Templates, branding, and design assets

It is forbidden to upload training materials externally, use them in other institutions, or
remove the Tnaghom logo.

Violations may lead to contract termination or legal action.
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7. Learner Code of Conduct Policy

This policy outlines the professional behavior expected of all trainees participating in
Tnaghom programs.

Expected conduct:

* Respectful communication

* Timely attendance and participation

* Use of appropriate language

* No recording or screenshots without permission

Violations include:

* Disrespect or offensive behavior
* Sharing login credentials

* Misconduct during discussions

Penalties:
* Warning / Official notice / Session exclusion / Program removal

By enrolling, all trainees are deemed to have accepted this policy.
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Policies are subject to review every 12 months, or as needed, and
Tnaghom reserves the right to amend them to serve the public interest
and maintain compliance with quality standards.

For inquiries or comments regarding any policy, please contact us at:
info@tnaghom.com
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