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What is On Job Training?

1. It is a core requirement for all Extended Diploma and National Diploma 
trainees

2. It may extend from 2 to 3 months

3. Trainee is obligated to train in any of the governmental or private sector 
institutions and should perform all the tasks assigned to him/ her

4. The training should be in the area of specialization or a related area
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The Goals of On Job Training

1. To help prepare the trainees to learn to adapt to the work environment

2. To help establish and build a professional relationship between the BTI 
and other institutions in both the governmental and private sectors

3. To help promote the training outcomes of the BTI through its graduates

4. To help provide trainees with the opportunity to demonstrate their 
professional capabilities, which may boost their chances of employment
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Nomination Criteria for Companies 
Offering On Job Training Opportunities
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On Job Training’s Criteria

Area of Specialization

GPA

Gender

Other Institutes’ Criteria

Area of Specialization

GPA

Gender

Personal Interview



The on job training period begins at the end of each training 
semester
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On Job Training Periods (Time Frames)



On Job Training Sponsorship Agreement Form 
(SAF) 

1. Trainees can obtain an on job training opportunity by receiving the 
training form completed by the sponsor

2. Trainees are required to submit on job training program sponsorship 
agreement form prior to starting the on the job training 
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On Job Training Exemption Request Form

Employed trainees:

Trainees who are currently working should submit on job training exemption request form 
from On Job Training Center if the following conditions are met:

1. The trainee should be employed by a registered company.

2. The total period of employment for both the recent and previous employer should 
not be less than 12 months.

3. The scope of work should be related to the enrolled training program. 

4. An official letter (signed and stamped) from the recent and/or previous employer 
addressed to the On Job Training Center showing the joining date, job title, 
employment period and job description.

5. The trainee must submit a (10 - 15 pages) explaining tasks performed during the 
period of employment.
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Procedures of the On Job Training

1. Nominations are carried out based on criteria set by the on Job Training Center and as 
requested by the institutions

2. All trainees must submit a digital copy of their CVs to the on Job Training Center on the same 
day that the on job training logbook is delivered. The grades for the on job training will not 
be assigned for any trainee unless the logbook is submitted

3. The trainees bio-data will be sent to the nominated institution

4. All trainees should adhere to the on job training in the related institutions 

5. The trainee will be visited twice during the on job training period by a training counsellor.
The training counselor shall co-ordinate with the trainee in order to arrange a meeting with 
the on job training supervisor at the respective institution

8



How to attach your CV (1)
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How to attach your CV (2)
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Updating Trainees’ Data
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Trainees’ Obligations During the On Job 
Training

1. Keeping a tidy, clean and presentable demeanor

2. Adhering to the institute’s attendance policy and regulations

3. Trainees can’t be absent from work without an acceptable excuse. Attendance will be 
monitored on a daily basis. Poor attendance  will influence the overall grade of the on 
job training which may result the Extended Diploma and National Diploma not being 
granted 

4. Maintaining the secrets and security of the institution

5. Adhering to health and safety codes and rules

6. Abiding by the rules and regulations enforced by the institution
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1. To help familiarize trainees with the institute’s rules and regulations

2. To help provide the appropriate opportunity for trainees to gain experience 
and the required field skills and to get familiar with the work environment

3. To help provide the On Job Training Center with evaluation scores that reflect 
the level of the trainee’s performance which is delivered to the institute’s 
training supervisor

4. The training counselor will facilitate communication between the institute and 
the trainee and visits them whenever needed

The Obligations of The On Job Training Institution

13



1. Trainees are obliged to finish on job training in the institution assigned

2. Trainees should not move to another institution without obtaining the proper written approval from 
the Bahrain Training Institute and the institution they were assigned to

3. Trainees must abide by all rules and regulations of the training entity

4. Trainees should produce a record of the on job training report for the training counsellor during 
each field visit

5. Trainees should provide his/her own transportation to and from the on job training location

6. Trainees must notify the On Job Training Center of the training sponsoring institution and failure to 
do so will lead to the trainee losing a portion of the final grade of the on job training course

Obligations of the Trainee During The 
On Job Training Period 
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Graduation Requirements

The trainee is obligated to register for the on job training course 
after successfully completing the requirements of the program 
registered for in a period not exceeding 12 months (one year) 
from the end of the last course, however, he may be registered 
in a maximum of two subjects at the same training semester 
provided that he is on the verge of graduating and on the 
approval of the Director Manager of Trainees Affairs 
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On Job Training Logbook

Trainees should print a copy of the training logbook from the official
Bahrain Training Institute (BTI) website and fill out all data related to
the tasks performed during on job training, and inform both the training
supervisor of the institution and the BTI’s training counsellor about all
the tasks they do during this period.
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Sample of the Logbook Content (1)

A - On job training action plan contains:

1. A brief introduction about the institution providing 
on job training opportunity

2. A summary about the training plan endorsed by the 
training supervisor at the institution
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Sample of the Logbook Content (2)

B - Weekly reports:

1. Trainees should keep daily reports on the 
tasks assigned to them during the on job 
training period 

2. Trainee should submit the reports to the 
institution's training supervisor

3. Supervisor will endorse it on a weekly basis.
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On Job Training Assessment Form

The trainee should:

1. Submit the on job training evaluation form to 
the institution's training supervisor at the end 
of the on job training period

2. Receive the evaluation from the on job 
training supervisor in the institution, as 
indicated in the form

3. Submit the on job training logbook along with 
the evaluation form to the BTI training 
counsellor who will complete the necessary 
evaluation procedures
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For Further Enquiries
Please contact On Job Training Center 

Building 7B
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