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· Show up 10 minutes before the start of the training 

· Don’t leave the training premises / lab before the end of training

· show up on time in returning form breaks

· Always follow the trainer’s directions

· Personal conversations are prohibited  

· Don’t disturb your co – trainees 

· Stay mentally and Physically present (Active Participation)

· Avoid office work while training programs are being conducted

· Internet should be used only for ITMIS training and any use for other purpose (E.g. Browsing Facebook, Youtube, Gossip sites) is strictly prohibited 

· Mobile phones should be switched off (better) / pushed to silent (If impossible to switch off) before start of the training 

· Answering calls inside the training lab are strictly prohibited 

· Eating food inside the training lab is strictly prohibited

· Record important points and lessons learned for future references

· Raise your hand to seek assistance from support members (Making noises and sounds to call support team is prohibited) 




