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KIBS Program Rules and Regulations

1. Attendance & Lateness

¢ | acknowledge that | must attend at least 85% of the total training hours to be
eligible for a certificate.

¢ | understand that being 15 minutes late from the start of a session will be
marked as late, and every three late arrivals will be counted as one day absent.

e |agreeto signinand out as required by the program coordinator to confirm my
attendance.

¢ |understand that attendance records will be shared with my employer.

¢ | acknowledge that KIBS reserves the right to take action against repeated
absences or unprofessional behaviour.

2. Program Schedule & Timing

¢ | agree to follow the official program schedule, including all sessions and
designated breaks.

e | will participate actively and professionally in all training sessions, group
activities, and discussions.

3. Certificate of Attendance

¢ | understand that the certificate will only be issued if | meet the attendance
requirement.

e lacknowledge that failure to comply with the program’s rules may result in the
withholding of my certificate.

4. Evaluation Form

¢ |committocompletingthe evaluation form provided during the programto help
improve future training experiences.

e lunderstand that feedback is essential for program quality enhancement and
is part of my responsibility as a participant.

5. Professional Conduct & Dress Code

e | agree to maintain a professional attitude, demonstrate respect towards
trainers, staff, and other participants, and dress in formal or smart casual
attire.

e |acknowledge that smoking is strictly prohibited within KIBS premises.

o | agree to adhere to KIBS' code of conduct and avoid any behaviour that may
disrupt the learning environment.
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6. Legal & Institutional Responsibility

e | understand that KIBS holds the right to modify, reschedule, or cancel the
program, if necessary, without prior notice.

e |acknowledge that KIBS is not responsible for personal belongings, injuries, or
any losses during my participation in the training program.

¢ | understand that plagiarism, cheating, or any form of dishonesty will result in
immediate disqualification from the program and possible legal action.

¢ | confirm that all the details provided are complete, up-to-date, and accurate.
| understand that any missing or incomplete information may result in
ineligibility for acceptance and/or certification.

KIBS Intellectual Property & Media Consent

1. Intellectual Property Rights

¢ | understand that all training materials, handouts, presentations, videos, and
other resources provided by KIBS are the exclusive property of KIBS.

o | agree thatthese materials are for personal educational use only and must not
be copied, distributed, reproduced, or used for commercial purposes without
prior written consent from KIBS.

2. Media Consent

e |grantKIBS the right to capture, record, and use photographs, videos, or audio
recordings of me taken during training sessions for educational, promotional,
and marketing purposes.

e | understand that such media may be used in brochures, social media,
websites, reports, and other official KIBS publications.

3. Confidentiality & Data Protection

e lacknowledge that all recordings, discussions, and shared training content are
considered confidential and should not be shared externally without explicit
permission.

e | understand that my personal data collected for program registration and
participation will be stored by KIBS and used for training, administrative,
recruitment or other professional purposes.
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Program and Examination Cancellation and Refund
Policy

1. KIBS Payment Policy (Cancellation and Refund)

e Required registration fees and program/exam costs must be paid by the date
and time specified by the Kuwait Institute of Banking Studies (KIBS), provided
that the payment deadline is no less than ten (10) days prior to the
program/exam start date.

e Required program/exam costs are non-refundable, except in the following
cases and at the rates specified for each case, provided that official
notification is submitted via email by the applicant to the KIBS team:

» 100% of program/exam costs, if withdrawal is requested more than
seven (7) days before the program/exam start date, or if the
program/exam is cancelled by the Institute.

» 50% of program/exam costs, if withdrawal is requested seven (7) days
or less before the program/exam start date, provided the withdrawal
request is submitted more than 24 hours before the program/exam.

» No Refund - If withdrawal occurs on or after the program/exam start
date.

» For Sponsored programs (Example: Kafaa Program), withdrawal,
cancellation and Refund Penalties will be acted upon as per the penalty
clause stated in the nomination form.

For Organizations: Ensure Program Continuity - Submit a Backup Candidate
(Optional)

e To minimize disruptions, organizations are encouraged to nominate a backup
candidate before the enrollment deadline. This ensures that if the primary
candidate is unable to attend, a pre-approved replacement is available. The
backup candidate must meet all program prerequisites to secure their spot.

e The applicant is not entitled to request deferral of the program to a future
cohort.

e Requests for exam deferral will be considered upon official notification
submitted via email by the applicant to the KIBS team, subject to the following
conditions:

» Each applicantis permitted to defer the exam date only once.

» If deferral is requested more than seven (7) days before the exam date,
the deferral is free of charge.

» If deferral is requested within seven (7) days or less — but no less than
24 hours before the exam — a deferral fee of KD 20 will be charged.
Deferral is not permitted if less than 24 hours remain before the exam.
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» If an exam deferral is requested, the applicant will not be eligible for a
refund of fees for the original date or any future date.

e An applicant's failure to attend the exam is considered a forfeiture of the right to
sit the exam; no refund or alternative opportunity will be granted.

e Allre-examination attempts must take place within a period determined by KIBS.
In cases of failure, non-attendance, or failure to schedule an exam due to
deferral, attendance at the next program session is mandatory in order to be
eligible to sit the exam.

Exam Rules and Regulations

Exam rules and regulations are established to ensure the integrity, fairness,
confidentiality, and smooth conduct of all examinations administered by the Kuwait
Institute of Banking Studies (KIBS). All examinees are required to strictly adhere to these
guidelines. Any violation may result in disciplinary action, including dismissal from the
examination, invalidation of results, or disqualification from future examinations and
training programs.

Exam Rules and Regulations Link
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