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GLOBAL REACH

The BIBF plays a vital role in the training and human capital
development in the region.

W
E
L
C
O
M
E

The BIBF qualifies over 20,000 learners a year across all
major business disciplines and economic sectors.
The BIBF has delivered
training to over

students in 63 countries
since its inception in 1981

NOTE

Welcome to the Bahrain Institute of Banking and Finance (BIBF).BIBF has an
important role to play in supporting the financial sector of Bahrain. We continue
to support all the financial institutions in Bahrain in the development of world
class people for the sector. We do this by providing the highest quality of
assessment, education, training and development in the region and ensuring
that we deliver internationally accredited courses and programmes.
Since its inception in 1981, BIBF has grown from 450 participants mainly from
within the banking sector to over 20,000 participants per year largely within the
financial services industry. BIBF delivers training and development solutions
across all major business disciplines including Accounting and Finance; Banking; Insurance; Islamic Finance; Information Technology and Management and
Leadership expertise. BIBF also has a major emphasis in Academic and Executive
development.
BIBF has an international footprint having delivered programmes in Asia, Africa,
Europe and the wider Middle East, and educating over 50 different nationalities
here in Bahrain. Our trainers are highly qualified and of diverse nationalities,
which not only brings diversity in thinking but passion in enriching the participant
experience.
BIBF offers a significant variety of programmes including well over 200 morning
programmes (Open Courses); tailor made courses based on Organisational
needs (Customised Courses); specialised programmes taught by external market
specialists (External programmes); and Professional qualifications Degree
programmes in partnership with leading international organisations.
Information regarding the range of partners and affiliations BIBF has, can be
found at www.bibf.com
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SECTION 1
GENERAL INFORMATION
This handbook gives you key information about the general BIBF rules and
regulations. We recommend you keep it in a safe place as you will need to refer
to it throughout your time at BIBF, along with the pro-gramme handbook. It gives
you information about specific rules, the student code of Conduct and your
sources of support available to you.
Programme Managers will give you detailed information during your initial
meeting. They will also provide reading material, and information about
coursework, assessments and examinations. The respective programme
administrative officers will assist you with the planning schedules and other
support needed.
You will receive your registration status through your email and SMS’s will be
sent to notify for any changes to the schedule.
BIBF has a very dynamic and user-friendly website: www.bibf.com. Here you can
find important information about your training and courses. You can download
brochures, course catalogues, course calendars, applications and registration
forms etc. Here you also have the access to many of the other important documents like Student Handbook and BIBF Codes of Practice: Malpractice, Appeals
and Learners Complaints etc.
We hope you enjoy your training with us, and that you work hard and progress
to your chosen degree at the BIBF.
Note: Some programmes publish their own student or programme handbooks,
which contain more detailed information and these should be read in conjunction
with the BIBF Student Handbook.

VISION, MISSION,
CORE VALUES,
ETHOS AND
HISTORY

Vision
˝ The Institute of Choice for the development of business professionals˝

Mission
We will achieve our vision by providing Quality, Thought Leadership, and Value through:
1. Offering a career-linked, comprehensive range of professional development programmes that have a life-long professional impact
2. Leveraging best-in-class global alliances and strategic partnerships
3. Ensuring a stimulating learning environment through high calibre trainers, practitioners & staff, innovative delivery & cutting-edge infrastructure
4. Contributing unique industry knowledge and skills through our centres of excellence with the aim of earning
the respect of our peers and inspiring the trust of our stakeholders
5. Maximise our contribution in strengthening our nation´s position as a regional financial hub

CORE VALUES
• Integrity
• Expertise

• Ethics		
• Respect

•Honesty
• Transparency
• Consistency • Teamwork
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At the heart of our organisational culture are our values.
Our values define the way we interact every day at BIBF.
We call it

PRIDE

in our performance, standing for:

Principled: We are responsible for open, honest and direct two way communication.

We tell it like it is, give and receive honest feedback and listen carefully. All our
interactions have an outcomes focus and we operate with utmost integrity in our
interaction with business, staff and other stakeholders.

Respect build success: At BIBF we engage and support each other and capitalise

on the expertise and talents within the organisation. Everyone makes a significant
contribution and delivers on the communication we make

HISTORY

1975

Amiri Decree set up High Council for Vocational Training.
This decree was for all sectors

1979

A Ministerial Directive created the Specific Council for Vocational Training
(Banking Sector) which is still in place today

1981

Originally named the Bahrain Bankers Training Centre, now BIBF was inaugurated
in March 1981. Specifically for Banks, its first year had 450 participants. By 1988
this had grown to just over 1800 per annum

1988

The Bahrain Bankers Training Centre was changed to the Bahrain Institute of
Banking and Finance (BIBF). By 2001 the numbers had grown to over 6000 people
per annum.

2001/2011

BIBF´s logo was changed to better reflect its standing as Bahrain’s preeminent
business and education training provider. Over 18,000 participants came through
BIBF premises during 2011, a 72% increase in participants over the last 5 years.

Improve and innovate: To grow with business, we must anticipate and lead

change. We switch in to new ideas and possibilities and look for improvements in all
activities across our business.

Today, BIBF is a professional world-class provider of education and training
solutions to the financial sector, other organisations and individuals, in their
pursuit of excellence through lifelong learning.

Deliver to succeed together: We succeed when our stakeholders succeed, we

BIBF has over 400 programmes on offer in a range of specialist areas of
expertise, namely Banking, Accounting and IT, Insurance, Islamic Banking,
Leadership and Management disciplines (including Marketing) and has a
centre dedicated to Academic programmes and Executive develop-ment. We
service the entire Banking and Insurance sector (which we define as members)
and have taught hundreds of non-member organisations as well.

Expect the Best: We set standards high and expect the best results across all

BIBF provides an extensive range of internationally and locally recognised
professional qualifications. BIBF has strong academic partnerships with highly
renowned universities including the highly accredited MBA and MSc
Programmes in Public Administration and Human Resource Management from
DePaul Universi-ty USA, as well as the Darden Leadership Development
Programme in collaboration with the Darden School of Business, University of
Virginia.

develop and deliver the highest value and quality tools and solutions to equip business
and other stakeholders for personal and business success. We can only achieve this
thought partnering together across the business and seeking successful outcomes.

operations. We recruit and develop the best and strive to be the best in all our markets.
We set stretch goals and celebrate our achievements.
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BIBF also has a Centre of Assessment and Development and a Centre for
Research. Distinct from the specialist centres, these functions add considerable
opportunity to those looking for coaching or individual capability / testing
screening (Assessment and Development) to research collaborations in areas
of mutual interest to the financial sector (Research)
BIBF is a multilingual, multicultural organisation with world class trainers,
most of whom hold internationally recognised professional and academic
qualifications, along with extensive market experience. We are committed to
hiring, developing and enhancing the careers of Bahraini nationals, both our
course participants and our staff.
We are increasingly being recognised outside of Bahrain. We have been
recognised for the last four years as the Best Global Training Provider for
Islamic Finance. In July 2010 we were recognised as the Best Global Training
Provider for Takaful (Insurance) and in September 2011 were named ‹Best
Educational Institute in Banking and Insurance by the World Education
Congress Asia.
8
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CATEGORIES OF BIBF’S OFFERINGS
BIBF’s offerings fall into the following categories:

ORGANISATIONAL CHART

o Public Offerings: Scheduled daytime courses at BIBF premises
o Scheduled courses at BIBF premises offered by visiting professionals.
o Customised company-specific programmes requested by clients in Bahrain or abroad.
o Programmes leading to international or BIBF professional qualifications.
o Academic programmes leading to undergraduate or postgraduate degrees in collaboration with internationally recognised
universities.

GOVERNANCE & ORGANISATIONAL CHART
BIBF is divided into six learning Centres, each with a focus on a specific area of expertise. These Centres, while primarily
directing their programmes towards the financial services sector within Bahrain and the Gulf region, also provide many
programmes, workshops, seminars and professional qualifications for other areas of the economy. An increasing
proportion of the Institute’s training programmes are now taught in both English and Arabic.
BIBF Management Team consists of the Director, Deputy Director, Heads of Learning Centres, Head of
Operations, Head of Quality Assurance, Marketing & Communications Manager and Finance Manager.
9
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GOVERNANCE &
ORGANISATIONAL
CHART

Learners are responsible for ensuring that they give us the
information we need to keep our records are up-to- date. If any
of a learner’s personal details change, for example name,
address, telephone number or sponsor, they should inform the
Registration Department immediately.

3. Fees
Deposits and fees are due according to schedules published for
each programme or course. Where fees are not paid by the due
A. Support from Trainers
date, unless a prior arrangement has been made for late payment,
learners will be considered a debtor and will forfeit their rights as
At the start of a learner’s programme of study a trainers member a student of BIBF. Learners should seek the advice of the Registrar
will be allocated to the class, whose role it is to support learners on any fee related matters.
throughout their programme of study. He or she aims to help
learners make the most of their studies by giving them guidance 4. Changes in Circumstances
on both academic and non-academic matters. This person should If a learner’s circumstances change and they are finding it difficult
be the learner’s first point of contact if they have any issue they to continue with their studies, there are a number of options
would like to discuss.
available to them, depending on factors such as the nature of
their course or their particular circumstances. If learners find
The trainer’s assigned to the group will contact learners shortly themselves in this position, they should speak to their nominated
after the start of the programme to arrange a meeting, and to trainers or a member of the Registration Department for advice.
give learners their contact information and details about their They may be able to help learners find a solution that will allow
availability. Do not hesitate to contact the trainer’s member them to continue their studies.
regularly. If learners have any difficulty in contacting their trainers they should speak to the Programme Managers (or Head of 5. Withdrawal from Studies
Centre on programmes without a designated Manager).
Learners may withdraw from their studies at any time either
B. Administrative Matters
1. Student ID
Learners will be allocated a unique student identification number
– the student ID. This number stays with learners throughout
their studies at BIBF and enables BIBF to locate a learner’s
records quickly and deal with any administrative issues. Learners
will be asked for it on any BIBF forms that are required to be
completed. Learners should also quote their student ID in any
phone calls or correspondence so that BIBF can identify the
student easily.
2.Learners Personal Information
The learner’s personal information will be treated with
confidentiality and respect. BIBF undertakes to ensure that the
data we hold is accurate and up-to-date, and that we only collect,
process and store data that is necessary for our purposes as an
educator, and for a learner’s purposes as a student.
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before or after the start of the programme or course. If learners
wish to withdraw, they should write to the Registrar. See also 2.4
above – learners should seek advice before making this decision.
There may be financial penalties attached to withdrawal, for
example loss of fees or deposit already paid. In some circumstances
learners may be eligible for a fee refund, depending on the date
of the with drawal and the regulations that apply to each course
or programme. The Registration Department can ad-vise learners.
6. The Teaching Year
BIBF programmes operate throughout the calendar year.
Information can be found in the catalogue published each year
which is available at website www.bibf.com.

7. Cancellation of Classes
Every effort will be made to notify learners via SMS if any class
has to be cancelled at short notice. Additional classes will be
scheduled wherever possible to make up for any classes missed
due to cancellation.
C. Teaching and Learning

enhancement, BIBF has a formal annual review, known as
programme monitoring. One input is the end-of-course evaluation
form that learners will be asked to complete, which invites
learners to reflect on their experience as a BIBF student. Please
remember that the more thoughtful the learners contributions,
the more valuable they are to our review process and for
identifying areas for improvement.

1. Course and Programme Information
Every BIBF course and programme is described in detail in the
course catalogue or specific programme handbook. The
specification lists the aims and objectives, intended learning
outcomes, prerequisites; delivery methods and learning activities,
assessment strategy and tasks, outline syllabus and indicative
read-ing list.

We are always open to ideas and suggestions about how we
might improve, so learners are encouraged to comment on any
matter, either direct to a member of trainers or staff, or via the
comments box next to the reception desk, or via the customer
feedback form on the website: www.bibf.com

Course or programme handbooks will contain the specifications,
along with other information specific to the course or programme,
such as coursework submission procedures and any additional
assessment requirements.

1.Student Conduct
All BIBF learners are adults; many are professionals. All are
therefore expected to behave in a responsible manner at all times
and to be respectful of themselves, others and the environment.

D.STUDENT CODE

2. Assessment Criteria
Assessment criteria give guidance to learners and trainers about
what precisely a student should demonstrate in a piece of
assessed work in order to be eligible for each grade band. BIBF
has a generic set of assessment criteria (see Appendix) and more
detailed criteria for programmes and courses are under
development.

2.Attendance and Punctuality
BIBF expects learners to attend classes regularly and to arrive
punctually. If learners miss classes, this will create problems for
them, for fellow learners and for the teacher as when the student
does attend they will not be able to participate fully. Late arrival
to class is disruptive and disrespectful to others in the class.
BIBF’s attendance policy states that any student with less than
the required minimum attendance in a course (usually 80%) will
3.Resource Centre/Library
not be eligible to sit the examination for that course. Please
BIBF’s library houses collections of books, journals, reports, remember that any student arriving more than 30 minutes after
audio-visual material and other resources to support your the start of a class will be marked as absent.
learning. Learners are entitled to register with the library, and
they must observe library regulations regarding borrowing and If learners feel that they have good reason for non-attendance or
recall of resources.
lateness, they should set out the reasons on a Mitigating
Circumstances Form (see Appendix 3 and submit it with evidence
4. Use of BIBF Computer Network
to the Administration Officers; so that the Head of Centre can
There is Wi-Fi internet access throughout the whole of the BIBF consider and decide whether the reason is acceptable.
building.
3. Dress Code
5. Evaluation of your Experience at BIBF
Learners are expected to dress modestly and professionally.
We value student feedback as an important contribution to our Shorts and flip-flops are not acceptable. Learners who are
own regular review of our performance.
unsuitably dressed may be asked to leave the building.
As part of BIBF’s commitment to quality assurance and
12

SECTION 3
ASSESSMENT

Whatever tasks learners are given, they should expect to be
given clear information about the nature and purpose of the
task, as well as administrative information such as length,
deadline date and penalties for late submission.

C. Coursework Submission
All written coursework assessment (anything that is not a timed
examination) must be submitted with the BIBF Coursework
Cover Sheet (see Appendix). The cover sheet serves a number of
purposes:
• It is proof that a learners work has been submitted on time
• It contains a declaration by the student that the work is their
own and is not plagiarised (see paragraph 7 below for more on
An assessment at the end of a course, such as a final examination, plagiarism)
is called summative assessment, as it provides an overall • It will be used by trainers to give learners formative feedback
summary of the learner’s performance.
on their work
A. Purpose and Types of Assessment
Most of BIBF’s courses will involve some formal assessment,
which will result in learners being awarded a grade for their
efforts. To many people, the only purpose of assessment is to
have that final grade, which is proof that they have passed the
course or programme.

Whilst this is very important, there is another aspect of assessment
that is just as significant. Assessment is there to help learners
(and the trainers) to understand where the learner’s strengths
are, and where they need to devote more effort to improving
their performance. In other words, it supports the learning
process. This is called formative assessment, as it helps learners
to form and develop their learning.

D. Feedback on Assessed Work
Learners should expect to receive feedback on assessed work,
either in writing or orally, within three weeks of the submission
deadline. Learners will be informed in their course or programme
handbook of any specific arrangements for feedback in their
subject area.

E. Penalties for Late Submission of Coursework
Submitting work after the deadline without prior arrangement is
not acceptable. Late submission gives those learners an
advantage over other learners because they have more time to
complete the work, and they may have access to new information
that other learners did not have. It is likely that those learners
Learners will therefore find that they are assessed both during will have marks deducted for late submission, and where the
and at the end of a course, and that the assessment will take work is very late, for example a week or more, those learners
many different forms. Learners will receive feedback on their could receive a mark of zero.
assessments (see paragraph 4 below) to guide them to a better
understanding of their progress. Sometimes the feed-back will F. Mitigating Circumstances (i.e. sickness or otherwise
include a grade, but not always.
unable to submit on time)
BIBF’s objective is to produce graduates who are independent
learners and who can take responsibility for their learning.
Formative assessment plays a critical role in encouraging and
supporting learners so that they can become that sort of learner.

B. Assessment Tasks
Learners will come across a variety of assessment tasks at BIBF.
The most common ones are essays, assignments, individual and
group projects and presentations, quizzes, case study questions
and timed unseen examinations. Learners may also be asked to
do other tasks such as making a poster, writing a brief or review
of a book, film, TV programme or article, writing a business
proposal or keeping a study journal.

13

In certain very serious circumstances learners may be excused for
missing a deadline, and they may have the deadline extended.
Learners have to make a claim for this, using the Mitigating
Circumstances Claim Form (see Appendix 3). Learners should
make a claim as soon as possible, and no later than three working
days after the final assessment for the course or module. Claims
will not be accepted after that date. When making a claim
learners should seek advice from their nominated trainers.

G. Plagiarism
Plagiarism is a form of cheating. Plagiarism is using the work of
another person as if it is their own. It is taken very seriously and
is not tolerated. Learners who are found to have committed
plagiarism will be penalised. Penalties include having marks
deducted, being awarded a fail grade for a piece of work or a
whole course and being suspended or permanently excluded
from the Institute. BIBF’s QA Code of Practice Chapter IX –
Malpractice, Appeals and Student Complaints – outlines the
procedure that is fol-lowed when a student is accused of
plagiarism.

J. Cheating
Cheating is also known as academic misconduct or academic
malpractice. It involves any behaviour, including plagiarism and
cheating in examinations, that is likely to give a student an unfair
advantage over other learners. BIBF takes it extremely seriously.
Any behaviour that is in breach of the Student Code of Conduct
for Examinations (Appendix) will be considered as academic
misconduct and dealt with accordingly. Learners should refer to
BIBF’s Code of Practice Chapter IX – Malpractice, Appeals and
Stu-dent Complaints, for further information on the procedure
followed when a student is accused of cheating and penalties
that may be applied.

For a definition of plagiarism, and tips on how to avoid it, see the
BIBF Guidance booklet “Writing for your course and avoiding K. Marking Assessed Work
BIBF follows international best practice in its approach to marking
plagiarism”.
assessed work. Before major assess-ments are given to learners,
they have been through a process called moderation, where an
H. Examinations
Many courses are assessed by examination. This is a time-limited internal or external expert other than the person who set the
test, normally three hours, in a speci-fied venue under strictly assessment will review it to ensure that it is at the cor-rect
controlled conditions. There is a separate Student Code of standard. After marking, moderation by a second marker takes
Conduct in Examina-tions – see Appendix 5. Examinations may place on a sample of the marked work, to check that the marking
is fair, is in accordance with agreed assessment criteria and is of
be:
• unseen, where learners have not seen the question paper an appropriate standard. In some programmes, there is a second
before they enter the room – this is the most common form of round of external scrutiny. Also, wherever possible, work is
anonymous at the point of marking.
examination
• seen, where learners are given the questions to prepare in
advance and they write their solutions during the examination L. Determination of Results
Final grades and overall classifications are determined by an
itself
• open book, where learners are permitted to take certain Examination Board, made up of trainers who have taught on a
programme, with membership from outside the discipline and, in
specified reference sources into the examination.
some pro-grammes, members who are external to BIBF. The
Learners can expect to be informed about the nature and timing Examination Board will judge whether results are appropriate
of any examinations in their course or pro-gramme handbook at and fair, and in keeping with benchmark standards, and will
make decisions on matters such as reassessment and
the start of their programme of study.
compensation for mitigating circumstances. Other than in
I. Mitigating Circumstances (i.e. missed or underperformed in an exceptional circum-stances, the Board of Examiners’ decision is
examination for reasons outside a learner’s control) Under final.
normal circumstances, if learners miss an examination, learners
will be awarded a mark of zero and a fail grade. In certain very M. Pass Marks and Classifications
serious circumstances allowances may be made for a student. The standard pass mark is 50%, although there may be additional
Learners have to make a claim for this, using the Mitigating conditions in certain Centres, or required by professional
Circumstances Claim Form (see Appendix 3). Learners should organisations or other external bodies which accredit or validate
make a claim as soon as possible, and no later than three working BIBF pro-grammes. Any exceptions will be listed in the relevant
days after the final assessment for the course or module. Claims programme or course handbook
will not be accepted after that date. When making a claim
learners should seek advice from their nominated trainers.
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Most BIBF courses and programmes use the following classification-mark mapping scheme:
Classification Code
PD
PM
PC
P
F

Classification Title
Pass with Distinction
Pass with Merit
Pass with Credit
Pass
Fail

Mark Range
90%-100%
80%-89%
70%-79%
50%-69%
Below 50%

If a learner’s course or programme has a different scheme, that, in spite of the safeguards, something has gone wrong. BIBF
offers learners the opportunity to appeal against their results
it will be described in the local handbook.
under certain very limited conditions, known as the grounds for
appeal. These are:
N. Publication of Results
Results will be published according to the schedule advertised
for a learner’s course or programme, normally within one month • That there were procedural irregularities in the conduct of
of the final assessment. Learners will receive an official transcript either the assessment itself or of the examining process.
• That there is evidence of prejudice or bias on the part of the
of their results from the Registration Department.
examiners.
• That there were serious circumstances that impacted the
O. Failed Assessments
Most courses offer at least one opportunity to retake a failed learners’ performance, and which they were unable, for sound
assessment. In some cases, if learners have failed both the initial reasons, to make known prior to the meeting of the Examination
assessment and the retake, they may be allowed to re-register Board.
and repeat the entire course. Once learners have used up all the
chances available to pass a course they will be required to Appeals must be submitted in writing, with a fee of BD25, to the
withdraw from the course or programme. Specific details will be Customer Service Officer no later than 10 working days after the
date of publication of the results. The onus is on the student to
in the course or programme handbook.
provide evidence to establish valid grounds for the appeal.
Appeals against the academic judgement of the examiner will
P. Progression
In courses or programmes that offer more than one level of study, not be accepted. In other words, learners cannot appeal if they
learners are normally required to successfully complete the lower think they deserve a higher mark; learners must be able to
level before they will be permitted to progress to the higher level. provide evidence to establish one of the three conditions listed
Certain courses specify prerequisite courses which learners are above.
required to pass before taking the higher level course. Course
and programme handbooks will provide details of progression BIBF’s QA Code of Practice Chapter IX – Malpractice, Appeals
and Student Complaints, describes the pro-cedure for the hearing
and pre-requisite rules in the learner’s area of study.
of appeals.
Q. Appeals
The robust process of moderation in setting and marking
assessments (see 11 above), and the role of the Examination
Board and external examiners in the assessment process is
designed to safeguard standards and to ensure that learners are
awarded the grades they deserve. Occasionally learners may feel
15

ESSENTIAL FORMS

Appendix 1
BIBF Generic Assessment Criteria
In order to achieve the marks and grades in each band, learners will be expected to produce
work that meets the standard indicated.
Score

Grade

Standard

90%

Pass with Distinction (PD)

80-89%

Pass with Merit (PM)

70-79%

Pass with Credit (PC)

50-69%

Pass (P)

Below
50%

Fail (F)

Work shows a comprehensive and sophisticated understanding of the
subject matter and displays a very high degree of insight, originality
and style. Reliably develops argument or produces workable methods
to address unseen problems by working from general principles and
by analogy. At least very good achievement in all areas and excellent
in some. Strong evidence of ability to think independently.
Work shows a very clear and accurate understanding of a wide range
of the subject matter with a clear indication of insight and originality.
Frequently develops arguments or addresses unseen problems from
general principles, and can reliably address problems by analogy. At
least good achievement in all areas and very good in some. Clear
evidence of ability to think independently.
Work shows a clear understanding of the subject, and demonstrates a
sound knowledge base with relevant arguments. Sometimes develops
arguments or addresses unseen problems from general principles and
frequently addresses them by analogy. Good achievement in some
areas and acceptable in most. Some evidence of ability to think
independently.
Work is generally accurate, but either doesn’t go beyond a basic
understanding of the subject or is weakly structured. Arguments are
superficial and unsubstantiated. May contain some inaccuracies and
material that is not relevant. Little evidence of ability to think
independently.
Work contains serious deficiencies in material with substantial errors
and little or no discrimination between relevant and irrelevant material.
Poorly structured with little or no argument. Shows an inability to
think independently.
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ESSENTIAL FORMS

Appendix 3

Appendix 2
Coursework Cover Sheet

MITIGATING CIRCUMSTANCES
GUIDANCE NOTES

All written assessed work other than timed examinations must be submitted with this cover sheet. When your work is
marked, the marker will write on the cover sheet the grade awarded and any comments or feedback on the work. The
feedback will help you to understand the aspects of the work that were strong, and what action you could take to improve
your performance. It is an important part of the learning process.
SECTION 1: To be completed by the student

Name
BIBF ID number
Course title
Coursework title (for example, mid-term essay, group project etc.)
Trainers name
Submission deadline date
Word count of this coursework
Declaration:

I confirm that the work is my own, that I have not copied another’s work or allowed anyone to copy my
work, and that I have referenced the work of others in an appropriate way.
I confirm that I have read and understood the BIBF guidelines on plagiarism.
I confirm that I have kept a copy of my work.
Signature:_____________________________________ Date: ____________________________
SECTION 2: To be completed by the marker
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Trainers Signature

Date

Feedback

Grade

Before completing this form please note following:

6) Remember it is important to discuss your application with the
Programme Officers before submitting an application. Note that
s/he cannot make the decision, only give an advice.

1) Students who do not fulfil a requirement of their course, for
example by missing a final examination, with an appropriate
extenuating circumstances and with supporting documentation,
may request a claim for Mitigating Circumstances in writing to
the Administration Officers, using this Mitigating Circumstances
Claim Form.

7) BIBF’s Mitigating Policy is stated in Chapter 3 of the Code of
Practice – see our website at http://www.bibf.com/code-ofpractice. For further information please contact your Programme
Officers. A current list of contact details can be found in the
Student Handbook and at http://www.bibf.com/book-bibfcontact-information.
2) No Mitigating Circumstances will apply to any coursework Submission deadline
component, such as quiz, assignment, project and presentation etc.
8) All claims must be submitted within 3 working days of
3) Circumstances which may be considered for Mitigating the missed final exam. No MC applications will be accepted if
submitted after the deadline
Circumstances claims
• sudden serious illness
Supporting documentation
• serious accident
• sudden hospitalisation
9) It is the learner’s responsibility to properly fill out the
• death of close family/relative
‘Mitigating Circumstances Form’ and formally report to
4) Reasons below listed are NOT acceptable reasons for Administration Officers along with original supporting evidences.
Mitigating Circumstances:
10) All evidence such as medical certificate, police report or
• Traffic rush
official death certificate of the close relative etc. must be official
• Paid employment
documents which have been signed and stamped as appropriate.
• Family holiday
PLEASE KEEP THESE GUIDANCE NOTES WITH YOU – DO NOT
• Travel
SUBMIT THEM WITH YOUR FORM learners should seek advice
• Attending relative in the hospital
from their nominated trainers.
• Having exam for another programme
• Computer related problems
• Not aware about exam timetable etc.
5) If approved, student will be allowed to sit for the missed exam
in the following semester.
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MITIGATING FORM SAMPLE

Appendix 4
APPEALS

1.Contact Details
Name

BIBF ID number

Centre

Course/Programme

Mobile No.

Email

2.Programme requirement(s) affected
Name of course or module

Name of lecturer

Requirement: e.g. exam, assignment, Date of exam, class or assessment due
attendance

1
2
3
3. Details of the mitigating circumstances (Explain below in detail what happened, when and how it affected your performance. If the claim is more than
one week after missed final exam/class/submission date affected then; students must also explain, why claim is late.
Date the problem began

Date the problem ended

4.Evidence (List the documents supplied, e.g. medical certificate, letter from sponsor/Training Manager etc.
If student cannot then; provide written evidence explaining, why not)
Item

Description

1
2
3
5.Declaration
I declare that the information I have provided on this form is true and complete, to the best of my knowledge. I understand that any fraudulent claim for mitigating
circumstances is in breach of BIBF’s Code of Conduct, and may result in disciplinary action.

Signature

Date

SECTIONS BELOW FOR OFFICE USE ONLY
6.Receipt by Centre (Programme or Administration Officers)
Date of receipt

Evidence attached ( Y/N)
1
2

Name

Signature

3

7.Decision
Date of consideration

Head of Centre’s Signature

Programme Officers’ Signature

Signature(s) of other faculty (if relevant)

Decision (accept/reject), reason (brief statement) and consequent action (e.g. extension)
8. Notification of decision to course participant
Date

Template letter issued by
Collection at Info Desk / Email to student

Name

Signature

The BIBF has formal procedures for appealing. If you have
concerns about the marks, first discuss with your course lecturer
who assessed you. If you remain concerned you should discuss
the matter with the Student Affairs Coordinator who will advise
you about the next step. All appeals must be submitted in writing
(fill in the Appeal/Review Form), with a fee of BD 25 (per module),
to the Student Affairs Coordinator no later than 10 working days
after the date of publication of the results. The onus is on you to
provide evidence to establish valid grounds for the appeal. It
should be noted that students cannot appeal against the
academic judgment of the examiner. For details on ‘grounds for
appeal’, read Appeal/Review Form.

3. That there were serious circumstances that impacted your
performance, and which you were unable, for sound reasons, to
make known prior to the meeting of the Examination Board.
Mark checking
Under the “procedural” grounds mentioned in the Handbook,
you may request BIBF to check that all your work has been
marked and that all marks have been added up correctly.

Important points
Appeals can only be made under the grounds listed above and
(except for mark checks) evidence must be supplied. Any appeal
not meeting these conditions will not be accepted You cannot
appeal because you disagree with the mark, or ask for your work
BIBF’s QA Code of Practice Chapter IX – Malpractice, Appeals
to be remarked, because this is disagreeing with and appealing
and Student Complaints describes the proce-dure for the hearings
against the academic judgment of the examiners. All that is
of appeals.
allowable is the mark checking described above Information
about circumstances that may have affected performance in
The BIBF Student Handbook (Section 3, 17: Appeals) includes the
assessments must be provided with-in the time limits set. If
following statement on appeals, which applies to all of BIBF’s
information is provided late and there is no good reason for the
assessed programmes:
lateness, the Board of Examiners or other committee considering
the appeal has the right to reject any appeal or review request.
“The robust process of moderation in setting and marking
assessments, and the role of the Examination Board and external
Process
examiners in the assessment process, is designed to safeguard
All appeals including mark checking requests must be made on
standards and to ensure that learners are awarded the grades
this form (with evidence where appropriate); the appeals fee
they deserve. Occasionally you may feel that, in spite of the safemust be paid; and the form must be submitted to BIBF Info Desk.
guards, something has gone wrong. BIBF offers learners the
Requests for mark checking will be progressed by the Programme
opportunity to appeal against their results under certain very
Managers.
limited conditions, known as the grounds for appeal. These are:
All other appeals will be dealt with under the process described
1. That there were procedural irregularities in the conduct of
in BIBF’s QA Code of Practice Chapter IX: Malpractice, Appeals
either the assessment itself or of the examining process.
and Student Complaints.
2. That there is evidence of prejudice or bias on the part of the
examiners.

This form is to be kept on the student file with a copy of the decision letter.
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Appendix 5

APPEAL FORM SAMPLE
Name

BIBF ID number

Email

Centre

Course/Programme

Semester/Year

Course / Module Title:

Grounds

Reason: (in brief, use extra sheet if needed)

Student Code of Conduct in
Examinations/Quizzes
BIBF USE

1

A. Attending Examination
1. It is your responsibility to ensure that you attend examinations in accordance
with the published examination schedule
2. You must bring your photo ID (CPR) to the examination room and display it
on your desk.
3. You must occupy the seat assigned to you by the invigilator.
4. You will be permitted to enter the examination room up to 30 minutes after
the start of the examination. No one will be permitted to enter the room after
30 minutes. 10 minutes in case of quizzes
5. You will not be permitted to leave the examination room until 45 minutes
after the start of the examination, and 15 minutes for quizzes.
6. You will not be permitted to leave the examination room during the last 15
minutes of the examination. If you finish early you must remain quietly in
your seat so as not to disturb other candidates.
7. If you leave before the end of the examination, you should do so quietly so
as not to disturb other candidates.

2
3
4
1
2
3
4
1
2
3
4
1
2
3

B.Equipment and Materials Permitted in Examinations

4
APPEAL / REVIEW GROUNDS (NB: you must circle the number which applies for each module listed)
I request BIBF to check that all my work was marked and all marks were added up correctly
I wish to appeal on grounds of procedural irregularities and I attach supporting evidence
I wish to appeal on grounds of prejudice or bias on the part of the examiners and I attach supporting evi-dence
I wish to appeal on grounds of serious circumstances impacting performance which for good reason could not be made known before the meeting of the Board
Examiners and I attach supporting evidence
I have read the guidance in this appeal form and I confirm that
• my appeal meets one of the four valid grounds of appeal
•I attach evidence where my appeal is made under 2/3/4 above

___________________________________________ _			__________________________________________
Student Signature							Date
APPEAL FEE (BD25 per module)
Amount

Receipt number

Date

Received by (signature)

1. You must bring all your own equipment and stationery. You are not
permitted to borrow from or share with other candidates.
2. Only non-programmable calculators are permitted, and only where specified
as permissible on the examination paper cover sheet. Invigilators may check
your calculator and confiscate it if s/he deems it unsuitable.
3. You are not permitted to use a mobile phone as a calculator.
4. Mobile phones and programmable watches must be switched off and will
be in the possession of the invigilator for the duration of the examination.
5. Electronic devices such as laptops, CD or MP3 players, digital diaries etc.
are not permitted inside the examination room.
6. Except in the case of open book examinations, no reading material is
permitted in the exam-ination room.
7. You are not permitted to bring your own notepaper to an examination,
even if it is blank.
8. Pencils and highlighters are not allowed in the exam hall.

C. Starting the Examination
1. The invigilator is the official timekeeper. You will be instructed that you
may begin the examination by the invigilator.
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2. You must not turn over the examination paper, nor read any material, until
authorised to do so by the invigilator.
3. No reading time is allowed, unless stated otherwise.
4. You should ensure that you have the correct question paper by checking the
details on the cover page of the exam question paper.

D. During the Examination
1. You will be provided with an answer book in which you should write the
answers to the examination questions, including any workings or rough notes.
2. You should read and follow the instructions on the question paper and
answer book carefully.
3. If you wish, you may ask for additional paper or answer books by raising
your hand.
4. You must complete all the information required on the front covers of all
your answer books and additional papers.
5. You are not permitted to communicate, or attempt to communicate with
other candidates during the examinations.
6. If you need any help or have any problem, you should raise your hand and
ask the invigilator.
7. You must not leave the examination room without the invigilator’s
permission. Any candidate who leaves without permission will not be allowed
to re-enter the room, and may have their paper declared void.
8. Smoking, eating and drinking are not allowed, with the exception of water.
9. You must follow the invigilator’s instructions at all times.

E. At the End of the Examination
1. You MUST stop writing immediately when instructed to do so by the
invigilator, failure to do so may result in your paper being declared void.
2. You must ensure that the question paper and answer book are handed to
the invigilator at the end of the examination. Any answer book removed from
the examination room will be declared void and will not be marked.
3. You are not permitted to leave the examination room until authorized to do
so by the invigilator.

F.Academic Malpractice
1. If you are suspected of any malpractice during an examination, the
invigilator will confiscate and retain any evidence and will report the situation
to the Customer Service Officer for fur ther investigation. See the BIBF QA
Code of Practice Chapter IX – Malpractice, Appeals and Student Complaints
for further information on this process.
2. Academic malpractice includes any behaviour that could be construed as
cheating or likely to bring unfair advantage, and any breach of this Code of
Conduct.
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GROUND FLOOR

FLOOR PLAN

23

24

1ST FLOOR

25

2ND FLOOR

26

MEMBER NAME			POSITION			 CONTACT

EMERGENCY RESPONSE

27

Ahmed Naeemi		Drill Evaluator				 39454567
Shaker AlOwainati		Drill Director				 39889996
Huda Al Sayed			
Drill Coordinator			
39924735
Nasser Al Khayat 		
Communication Manager
39146412
Muqtada Al Oraibi		
Ground Floor Manager		 36557055
Sameer Al Qassab		
1st Floor Manager
		 39878874
Ahmed Allaith 			
1st Floor Manager			 39989166
Abdulla Fadel 			
2nd Floor Manager 			
39911394
Mustafa Almaskati		
Communicator/Runner		
39203990
Rajan K. K			
Communicator/ Runner		
39566036
Ahmed Jassim			
Communicator/ Runner		
33216619
Haya Fareed Al Mahmeed Communicator/ Runner		
32213350
Zainab Bucheery		
Emergency Response Team
39401631
Rammi Mokha			
Emergency Response Team
36454061
Ghufran Noori Allaith
Emergency Response Team
39344809
Ali Ahmed Mustafa Bader Emergency Response Team
39971919
Zahra Al Qattan		First Aid					 33272237
Ahmed Alalawi			First Aid					 36936767
Zaher Al Majed		First Aid					 37766067
Mariam Assiri			Elevator Monitor			 39006282
Nasreen Aqeel			Elevator Monitor			 39851740
Abdul Muttalib Abdulla Stairway Monitor			
39851116
Zaki Yonis			Stairway Monitor			 39120101
Khulood Al Thaqafi		
Stairway Monitor			
39605590
Muhammed Shahid		
Stairway Monitor			
39777359
Hala Karmustaji		Stairway Monitor			 39827214
Hussain Askari			Backup					 39880131
Bassam Kazerooni		Backup					 36669033
Latifa Flaifel			Backup					 36630161
28

For further information, and to register:
Please contact :

+973 1781 5555
+973 1772 9928
Info@bibf.com

A

