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Detailed Implementation of E-Learning Standards

Professional Skills Training Institute
Standard 1.1.10: Communication Policy
Overview

This standard defines rules and mechanisms for communication between all participants in the

educational process, ensuring effectiveness and professionalism in all correspondence.
Communication Channels
1. Main Platform
Includes:
« Internal messaging system
e Discussion forums
e Educational chat rooms
2. Supporting Channels
Includes:
e Official email
« Technical support system
o Direct helpline
Communication Etiquette

1. Basic Rules

Include:

Tel: 012-6074915 Mob:0539622636 0539622636 :J!5=> 012-6074915 :casla
Jeddah, King Abdullah Sub Road, Al-Baghdadiyah Al-Gharbiyah A yadl sl dl o £yl il e UL Gub i
403, 4th Floor, Hail Tower 4ES ) ‘c__ﬂ).ll 91403

Web Site: www.psti.edu.sa www.psti.edu.sa :;ig ASTH adsll




Professional Skills Training Institute
o l] 21, T3 & Jk e

C.R. 4030527756 : glxi Joru

e Respect for all participants

« Professional language use

e Adherence to specified communication times
2. Prohibitions
Include:

« Avoiding unprofessional discussions

e Prevention of cyberbullying

 Prohibition of confidential information sharing
Monitoring and Evaluation Mechanisms
Continuous Monitoring System
Includes:

« Weekly performance reports

 Periodic policy review

e Procedure updates as needed
Performance Indicators
Include:

« Policy compliance rates

« Beneficiary satisfaction rates

e Implemented procedures effectiveness

Continuous Development
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Improvement Plan
Includes:
o Feedback collection
 Challenge analysis
e Appropriate solution development
Periodic Updates
Include:
 Policy review every six months
« Technical system updates
« Staff professional skills development
Technical Implementation Details
Platform Security
1. Authentication System:
o Multi-factor authentication
o Biometric verification options
o Session monitoring and logging
o Automatic timeout features
2. Data Protection:
o End-to-end encryption

o Regular security audits
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Intrusion detection systems

Automated backup protocols

Learning Management System Features

1. Attendance Tracking:

o

e}

Automated presence detection
Activity monitoring tools
Participation analytics

Re po re generation system

2. Communication Tools:

Integrated messaging platform
Real-time notification system
Automated response handling

Message archiving system

Quality Assurance Measures

Regular Audits

1. System Audits:

e}

o

Monthly security checks
Quarterly performance reviews
Annual comprehensive assessment

Continuous monitoring reports
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2. Process Audits:
o Weekly staff performance review
o Monthly policy compliance check
o Quarterly effectiveness assessment
o Annual strategy evaluation
Risk Management
Preventive Measures
1. Technical Risks:
o System redundancy
o Regular maintenance
o Backup power systems
o Alternative access methods
2. Operational Risks:

o Staff backup plans

e}

Emergency procedures
o Alternative delivery methods
o Contingency protocols
Success Metrics and KPlIs
Performance Metrics

1. Technical Performance:
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o System uptime percentage
o Response time measurements
o Errorrate monitoring
o User satisfaction scores
2. Educational Effectiveness:
o Completion rates
o Assessment scores
o Participation levels

o Learning outcomes achievement
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