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Health and Safety Policy – The Local College



   Example health and safety policy 




Example Health and Safety Policy – Guidance

Employers with five or more employees should have a written health and safety policy and risk assessment.


When compiling your policy it is important to consider issues that reflect your own organisation and its specific operational procedures for each venue in use. You will need to consider the things that should be documented and built into your own health and safety policy, such as remote working, personal protective equipment, staff consultation and training. For further information please visit the ‘Health and Safety Executive (HSE)  www.hse.gov.uk/risk 

The following template has been downloaded and amended accordingly as an example policy statement from the HSE website; other guidance is available at www.hse.gov.uk/risk. This document is not exhaustive and should reflect your specific health and safety needs.

Health and Safety Policy - Example

The Local College deliver educational and training programmes to the general public and employs a total of 18 staff across 2 sites.


The Administration Office is open Monday to Friday 9.00-5.30 and Saturday morning 9.00-12.00 and cleaning is shared by a team of 3 staff at The Local College.

This example health and safety policy is published by the Health and Safety Executive (09/09) and has been adapted by CYQ (04/10).

		This is the statement of general policy and arrangements for: 

		The Local College



		Overall and final responsibility for health and safety is that of:

		Andrew Tutor - Health and Safety Manager



		Day-to-day responsibility for ensuring this policy is put into practice is delegated to: 

		Anne Assessor - Assistant Manager 



		STATEMENT OF GENERAL POLICY




		RESPONSIBILITY OF: Name/Title

		ACTION/ARRANGEMENTS (customise to meet your own situation)






		To prevent accidents and cases of work-related ill health, and to provide adequate control of health and safety risks arising from work activities.

		Andrew Tutor

Health and Safety Manager

		Relevant risk assessments completed at the venue on a daily basis actions arising out of those assessments implemented. Risk assessment process should be reviewed every year or earlier if working habits or conditions change.



		To provide adequate training to ensure employees are competent to do their work.

		Anne Assessor

Assistant Manager

		Staff, subcontractors and learners are given necessary health and safety induction and provided with appropriate training (including safe and effective use of gym equipment and use of appropriate clothing and footwear suitable for a gym / workout environment). We will ensure that suitable arrangements are in place to cover employees engaged in work remote from the main company site.



		To engage and consult with employees on day-to-day health and safety conditions and provide advice and supervision on occupational health.  

		Andrew Tutor  Health and Safety Manager (Manager) 


Anne Assessor (Assistant Manager)


All staff

		Staff routinely consulted on health and safety matters as they arise but also formally consulted at regular health and safety performance review meetings or sooner if required.

Written screening is implemented on every programme during induction and verbal screening is carried out at every practical session to assess individual risk suitability of participation in practical sessions.



		To implement emergency procedures – evacuation in case of fire or other significant incident.

		Andrew Tutor

Health and Safety Manager 

		Escape routes well signed and kept clear at all times. Evacuation plans are tested from time to time and updated as necessary.

(You can find help with your fire risk assessment at www.communities.gov.uk/firesafety.)



		To maintain safe and healthy working conditions, provide and maintain plant, equipment and machinery, and ensure safe storage/use of substances.

		Anne Tutor

Assistant Manager



		Toilets, washing facilities and drinking water provided.                                                                         

System in place for routine inspections and testing of equipment and machinery and for ensuring that action is promptly taken to address any defects. 


Staff trained in safe handling/use of substances. (See www.coshh-essentials.org.uk.)  





		Health and safety poster is displayed:  

		At reception site 1 / administration office site 2



		First-aid box and accident book are located:

Accidents and ill health at work reported under RIDDOR: 


(Reporting of Injuries, Diseases and Dangerous Occurrences Regs)   www.hse.gov.uk/riddor Tel: 0845 300 9923

		At reception both sites





		Signed: (Employer) 

		Andrew Tutor

		Date:

		01/04/10



		Subject to review, monitoring and revision by: 

		Andrew Tutor

		Every: 

		 12 

		months or sooner if work activity changes





For further information visi8t www.hse.gov.uk/risk. 





Example Appeals Procedure

Appeals Procedure

The Local College provides a formal route for learners wishing to appeal against an assessment decision.

All learners are assessed against agreed and published Central YMCA Qualifications (CYQ) criteria. Assessment decisions are made by assessors who are trained, and who have a recognised Assessor Award in one of the following:

Level 3 Award in Assessing Vocational Achievement


Level 3 Award in Assessing Competence in the Work Environment


Level 3 Certificate in Assessing Vocational Achievement


SVQ Learning and development Unit D9 – Assess workplace competence using direct methods


SVQ Learning and Development Unit D9I – Assess workplace competence using direct and indirect methods


Specific to each centre: see CYQ website for further assessing qualifications that are no longer available but are recognised and may be relevant to your centre/staff http://www.cyq.org.uk/assessing-and-quality-assurance-course-calendar 

Areas for Appeal


Learners can appeal against an assessment decision relating to:

· The mark for an individual item of coursework e.g. worksheets and case studies 

· The final result of any element of assessment e.g. planning, teaching and/or evaluation 


· The external assessment (theory paper) 


· The final overall internal/external assessment decision for a qualification


Grounds for Appeal


An appeal may be made if:


· The assessment was not conducted in accordance with the college’s regulations

· Medical or other extenuating circumstances arose during the assessment process which affected the learner’s performance


· There was inappropriate or irregular behaviour on the part of the assessor 

Centre note:


The centre Internal Quality Assurer is responsible for managing the appeal and must hold a recognised internal quality assurance qualification in one of the following:


Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice


Level 4 Certificate in leading the Quality Assurance of Assessment Processes and Practice


SVQ Learning and Development Unit 11 – Internal Quality Assurance

 Specific to each centre: see CYQ website for further internal quality assurer qualifications that are no longer available but are recognised and may be relevant to your centre/staff


http://www.cyq.org.uk/files/criteria-for-the-appointment-of-internal-quality-assurers.pdf 

Appeals Procedure


· The learner should firstly discuss the reason for the appeal with the Assessor or Internal Quality Assurer (if possible) on the day of the assessment

· If this does not resolve the appeal the learner should complete the Learner Appeal Form and submit to the Internal Quality Assurer within 5 days from the date of the assessment – include any supporting evidence (see additional notes below)

· The Internal Quality Assurer will investigate the appeal and respond in writing within 7 working days

Stage 2


· If the learner feels that the outcome is unsatisfactory they should complete the relevant section of the Learner Appeal Form and re-submit to the Internal Quality Assurer

· The college will then notify the CYQ External Quality Assurer. 

· If the CYQ External Quality Assurer was not present or is unable to resolve the appeal issue, the learner will be directed to the third stage of the appeals process

Stage 3


· The learner should complete a written appeal directly to CYQ Lead External Quality Assurer, who will investigate the matter thoroughly and respond in writing within 21 working days


· If the learner feels that the CYQ Lead External Quality Assurer has been unable to bring the matter to a satisfactory conclusion, the appeal may be referred directly to the CYQ Director of Awarding

Stage 4


· The learner may be offered a formal appeals hearing. This will be conducted within 6 weeks and will be conducted by the appeals panel 


· Provision of an appeals hearing will incur a nominal fee. The fee will be refunded if the appeal is upheld


Additional Notes


· It is extremely difficult to investigate appeals without impartial evidence. Therefore appeals against referrals in practical teaching based solely on the learner’s disagreement with the assessor’s decision will only be considered when accompanied by a video recording

· The learner has the right to video any aspect of their assessment using their own video recording equipment provided it does not interfere with the assessment process, other learners or the assessor’s ability to carry out their role(s)

· It is the responsibility of the learner to arrange a video operator

· It is the responsibility of the learner to notify the centre where their assessment is taking place of any medical problem which may affect student performance adversely in the assessment process, so that a decision can be made for deferral, prior to the assessment date

· Theory papers that are externally assessed by CYQ are marked electronically and sampled regularly

· Appeals against referrals in the external theory result can result in the following action:

1. Investigation into the centre’s invigilation procedures/delivery


2. Hand marking of the theory papers


3. Investigation into the content of the theory paper by CYQ Senior Qualifications Manager



Example Centre Malpractice Documentation

Malpractice/Maladministration Procedure

The Local College will investigate instances of alleged or suspected malpractice or maladministration and will take appropriate action where required to maintain the integrity of units and qualifications. 



Malpractice is defined as any deliberate activity, neglect, default or other practice that compromises the integrity of the assessment process, and/or the validity of certificates.



Maladministration is any activity, neglect, default or other practice that results in the centre not complying with the specified requirements for delivery of units and qualifications.



Should an alleged malpractice/maladministration arise on the part of the learners, centre staff, or others involved in providing a CYQ qualification, The Local College will: 



1.	Report immediately to CYQ any suspected case of malpractice/maladministration arising after learners have been registered.

2.     Investigate and record full details of the nature of the suspected malpractice/maladministration issue, including personnel involved and any action taken.



 Centre note: CYQ reserve the right to withdraw centre approval in the event of an alleged or suspected occurrence of malpractice/maladministration

Failure to comply with these requirements will impact on any future acceptance of registration entries and certification issue, and may result in centre approval being withdrawn.



Examples of learner misconduct could include:



· Non-compliance in observing the mandatory rules of conduct during an assessment 

· Replication of another learner’s work in either the practical, theoretical or portfolio aspect of assessment, 



Misconduct procedure (learners)



Where an issue of misconduct occurs and is discovered or reported the following action will be taken:



· The Invigilator/Centre Contact is empowered to expel a learner from the 
assessment room

· The expelled learner’s assessment paper will be securely retained and a report filed to the Centre Contact

· The report and assessment record will be available for submission to CYQ and the regulatory authority (Ofqual or SQA) upon request



If any of the rules of external assessment are deemed to have been broken by a learner, invigilator or other person involved in the assessment process, then The Local College and CYQ may declare the assessment void.



Examples of centre malpractice/maladministration could include:



· Failure of The Local College to report any suspected malpractice reported to CYQ from other sources

· Failure of The Local College to apply the CYQ recommended invigilation procedures for external assessment, thus affecting the validity of the assessment process

· Failure of The Local College to apply CYQ’s recommended assessment paperwork and procedures for internal assessment, thus affecting the validity of the assessment process

· Failure of The Local College to apply the CYQ recommended security procedures as identified within the centre approval declaration

· Failure on behalf of The Local College to comply with CYQ guidance relating to reasonable assessment adjustments

· Claims for certification being submitted by The Local College for units and/or qualifications that have not been approved for delivery by CYQ

· Delivery and assessment of units and/or qualifications that have not been approved by CYQ

· Claims for certification being submitted by The Local College for learners that have not been registered with CYQ

· Unauthorised replication of (or other tampering with) externally assessed theory papers and/or e-assessment

· The Local College or any part (if a consortium group) becomes bankrupt or insolvent or goes into liquidation, or undergoes a voluntary or compulsory winding up procedure

· There is any significant change in control of The Local College (or a change of membership if a consortium group). CYQ should be informed immediately if this occurs 



Malpractice/maladministration procedure (centres)



Where an issue of malpractice or maladministration occurs, is discovered or reported The Local College will:



·  Report the issue to CYQ’s Lead Quality Assurer who will investigate the suspected case of malpractice/maladministration 

· Investigate the facts relating to allegation/complaints in order to determine whether any irregularities have occurred



Conclusions will be based on established evidence. A course of proposed actions will be identified, agreed, implemented and monitored in association with CYQ. All relevant evidence will be considered without bias.



For information regarding CYQ’s Malpractice Procedure follow this link.






Non-compliance monitoring guidelines - malpractice

		Malpractice Occurrence

		Procedure/Rationale

		Action and Sanctions



		Non-compliance in observing the mandatory rules of conduct during an assessment, resulting in fraudulent claims for certification.

		· Learner expelled from assessment

· Assessment paper retained and report filed securely

· Assessment paper and report file made available to CYQ and regulatory authorities (Ofqual or SQA)

		· Suspension of certification 
(tariff level 3)

· Suspension of registration 
(tariff level 3)

· Suspension of CYQ approval

· Possible assessment void decision



		Replication of another learner’s work in either the practical, theoretical or portfolio aspect of assessment, resulting in fraudulent claims for certification.

		

		








Example Diversity and Equality Policy 

1. Policy


The Local College is committed to encouraging diversity and reducing discrimination, and accepts the spirit and intention of the various legislation, regulations and codes of practice which separately and collectively outlaw certain kinds of discrimination in selection, recruitment, induction, programme delivery and assessment.

The Local College aims to ensure that learners are truly representative of all sections of society and that every learner feels respected and able to give their best. 


The Local College undertakes to ensure equality of treatment for all and aims to:


a. ensure no learner is discriminated against or receives less favourable treatment because of a protected characteristic

b. ensure awareness is raised  around issues of diversity, and


c. acknowledge any issues of discrimination, harassment or victimisation that are brought to the attention of management ensuring they are investigated and rectified promptly and sensitively using an appropriate procedure

2. Definitions


For the purposes of this policy the Local College has adopted the following definitions: 


a. Diversity means recognising, valuing and taking account of people’s different backgrounds, knowledge, skills and experiences, and encouraging and using those differences to make the way we work and learn more creative, efficient and innovative

b. Direct discrimination is treating a person less favourably than others due to a protected characteristic

c. Indirect discrimination is the applying of a requirement or condition, which, although applied equally to everyone, is such that a considerably smaller proportion of a particular group can comply with it and it cannot be justified

d. Harassment is the violation of a learners dignity, or, the creation of an intimidating, hostile, degrading, humiliating or offensive environment relating to a protected characteristic


e. Victimisation arises where someone is treated badly because they have made a complaint or helped someone else make a complaint by giving evidence

The Local College will take steps to address identified inequalities or barriers that may arise and challenge discrimination in respect to the following protected characteristics:


· Age


· Disability


· Gender reassignment


· Race


· Religion or belief


· Sex


· Sexual orientation


· Pregnancy


· Marriage/Civil partnership

3. Roles & Responsibilities


It is the responsibility of every individual to eliminate discrimination and to ensure the practical application of this policy.

The Local College

Has a responsibility to:

· Adhere to the Equality Act (2010)


· Do not discriminate, harass or victimise a learner in relation to the withdrawal of a qualification


· Ensure that there is an environment in which individual differences and the contributions of all learners are recognised and valued


· Ensure that every learner can learn in an environment that promotes dignity and respect to all and to ensure that no form of intimidation, bullying or harassment will be tolerated

· Ensure that practices and procedures are reviewed and amended to ensure fairness

· Ensure that equality is promoted in the learning environment

· Ensure that any breaches to this policy and procedure are dealt with appropriately

· Provide advice and guidance to staff and learners to ensure that equality of opportunity is demonstrated


· Check that college policies and procedures are reviewed on a regular basis to ensure that they promote equality of opportunity for all


· Consult with relevant learners and/or their representatives to ensure that there are no barriers to entry to the units and qualifications offered, other than those directly related to the integrity of units or qualifications


· Oversee the fair and consistent application of this policy and procedure


· Monitor and evaluate the effectiveness of this policy and determine the nature of any corrective action

Reasonable Adjustments

There is a duty to make reasonable adjustments which can apply to all of the protected characteristics. There are three requirements in relation to reasonable adjustments that The Local College is required to follow:


i. Take reasonable steps to avoid a substantial disadvantage to, for example, a disabled person (in comparison to someone who is not disabled) arising from a provision, criteria or practice

ii. Take reasonable steps to avoid a substantial disadvantage to, for example, a disabled person (in comparison to someone who is not disabled) arising from a physical feature

iii. Provide an auxiliary aid to avoid a substantial disadvantage to, for example, a disabled person (in comparison to someone who is not disabled).


Learners

Need to ensure that they accept personal responsibility for the application of the Local College’s diversity policy.  They are also responsible for bringing to the attention of the teaching staff any examples of discrimination of which they become aware.


College Staff

Need to ensure that good practice in the area of equality of opportunity is applied within their area of control; and that all their learners are aware of the Local College’s policy in this area.

4. Procedure


a. Learners who are aware of discrimination of any kind, or consider that they are being discriminated against, should in the first instance consider whether it may be appropriate to raise the issue informally with the alleged discriminator, who may not be aware that their behaviour is causing offence

b. Where it is not appropriate for an approach to be made to the alleged discriminator, or the learner is unwilling to do this, they should consider to whom they should highlight their issue. In most cases it is envisaged this would be their tutor/assessor. Where their tutor/assessor is implicated in their concerns, they should approach their tutor/assessor’s line manager or the Internal Verifier

c. The manager with whom the matter is raised should either investigate the concerns raised or refer the matter, wherever possible with the agreement of the employee concerned, to a more appropriate manager. Whenever allegations of discrimination are made the manager must inform their HR Department

d. Once the matter has been investigated the learner who has alleged discrimination should be informed of the action taken and, where appropriate, the outcome. It may not be appropriate to give details of any disciplinary sanctions applied

e. Where learners are not happy about the action taken they should appeal, within seven working days, to the Quality Manager of the Local College, who should appoint an appropriate senior manager to review their concerns. 

5. Related Documentation


It may be appropriate to use this in conjunction with other policies and procedures.
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Example Centre Induction Documentation


The Local College Induction Pack

Who Are We?


Thank you for choosing to train with the Local College.

The Local College was established in 1995, and we are the area’s leading training provider delivering Exercise and Fitness Vocational Qualifications for those seeking a career in the fitness industry.


All of our courses range from Level 1 to Level 3 and are accredited by Central YMCA Qualifications (CYQ).  The qualifications are government approved (on the QCF and/or the NQF) and are sought after by employers. 


Our team of highly qualified experienced tutors and assessors will support you through your chosen training programme making each step of your journey an enjoyable experience.


Our Mission Statement 


Specific to each centre - your centre’s mission statement could be included here.

Who is CYQ?

Central YMCA Qualifications (CYQ) was launched in 1998 and is the UK’s leading health, fitness and wellbeing specific awarding organisation, developing and awarding nationally recognised health, fitness and wellbeing qualifications.

Specific to each centre - CYQ’s Mission Statement could go in here.

See www.cyq.org.uk 


Exercise and Fitness Qualifications available through the Local College


L1 Award in Fitness and Physical Activity

L1 Award in Lifestyle Management


L2 Certificate in Fitness Instructing (Gym and Exercise to Music)

L2 Award in Circuit Training


L3 Certificate in Personal Training


Each course will be assigned a dedicated tutor and will consist of a mix of theory and practical sessions.

Specific to each centre – include all CYQ qualifications that you deliver


Learner Guidelines and Course Structure – L2 Certificate in Fitness Instructing – Gym


Specific to each centre - you should identify the specific course that this induction pack is being aimed at – the example here is L2 Gym.

Learners are encouraged to be responsible for their own learning and fully participate throughout all aspects of the course. A course timetable will be given to you on day 1 of the course.

A pre-requisite for all of the above courses is that you have experience participating within the gym and/or studio environment.  

Pre requisites are detailed in the qualifications area on the CYQ website  


Learners are required to bring pens and paper for all theory sessions, along with appropriate exercise clothing and footwear for practical sessions. It is also suggested that all students have a change of clothing for their own comfort and hygiene.


Individual learning needs


Learners are requested to identify any individual learning needs, medical conditions and/or injuries that may affect learning or the assessment process, on the application form or directly to the tutor. 

Your tutor and assessor will be able to advise you on the specific requirements of the course and related assessment. In some instances it may be possible to apply a ‘Reasonable Assessment Adjustment’ to take into account a specific learning need. Please discuss this with your course tutor during course registration to ensure you are fully supported during the course and assessment. The course timetable will also clearly identify learner guidance and support time when your tutor will be available to answer specific queries or clarify areas that are unclear.

It is important that learners are aware that the course will involve a small amount of homework at the end of each day. This may involve some written work or practice of practical teaching skills and exercise technique.

Assessment methods


The methods of assessment you will encounter:


Formative Assessment: ongoing throughout the course in order to provide feedback on what you have learnt and what you need to improve on.

Continuous Assessment: ongoing throughout the course to obtain a result which will count towards your overall assessment result.

Summative Assessment: final assessment in order to obtain a result which will count towards your overall assessment result.


Specific to each centre - details of the specific assessment specification for the qualification being taken and the assessment methods chosen by the centre should be included. The example here is for L2 Certificate in Fitness Instructing – Gym with continuous and summative assessment. Some centres choose summative assessment only.

Theory Assessments: 2 multiple choice papers or eAssessments covering ‘Anatomy and Physiology for Exercise and Health’ and ‘Principles of Exercise, Fitness and Health’. Each theory paper comprises of 40 questions. 70% pass mark (which is a minimum of 28 questions) is required. See course timetable for the assessment date.


Worksheets: ‘Health, Safety and Welfare in a Fitness Environment’ and ‘Know How to Support Clients Who Take Part in Exercise and Physical Activity’ – these worksheets will be completed throughout the course and will be marked by your tutor. 

Specific to each centre - these worksheets relate to L2 Certificate in Fitness Instructing. 

Practical Assessment: 

Specific to each centre - please note this example is for L2 Certificate in Fitness Instructing – Gym with the timing relevant for continuous and summative assessment.

· Learners are required to produce a session overview and gym programme card for a safe and effective gym based session of 45 to 60 minutes in duration which is appropriate for an apparently healthy participant (aged 15 or over).  Full details of the required content will be discussed during the course.


· For the summative practical assessment the learner is required to teach parts of the planned session to an apparently healthy participant (aged 15 or over) and this should last approximately 30 to 40 minutes. The learner will be moved on at certain points within the session. The assessment criteria that the learner will be marked against will be clearly introduced during the course.


· The learner must produce a written self-evaluation and action plan that accurately reflects the session taught and takes into account verbal feedback received from the participant. A minimum of 15 minutes is allowed for this.

Should you be unsuccessful you will have the opportunity to retake any part of the above assessments.


Malpractice and Maladministration Malpractice/Maladministration Procedure

The Local College will investigate instances of alleged or suspected malpractice or maladministration and will take appropriate action where required to maintain the integrity of units and qualifications. 


Malpractice is defined as any deliberate activity, neglect, default or other practice that compromises the integrity of the assessment process, and/or the validity of certificates.


Maladministration is any activity, neglect, default or other practice that results in The Local College not complying with the specified requirements for delivery of units and qualifications.

Should an alleged malpractice/maladministration arise on the part of the learners, centre staff, or others involved in providing a CYQ qualification, The Local College will: 


1.
Report immediately to CYQ any suspected case of malpractice/maladministration arising after learners have been registered.


2.     Investigate and record full details of the nature of the suspected malpractice/maladministration issue, including personnel involved and any action taken.

Examples of learner misconduct could include:

· Non-compliance in observing the mandatory rules of conduct during an assessment 

· Replication of another learner’s work in either the practical, theoretical or portfolio aspect of assessment


Misconduct procedure for learners

Where an issue of misconduct occurs and is discovered or reported the following action will be taken:

· The Invigilator is empowered to expel a learner from the assessment room

· The expelled learner’s assessment paper will be securely retained and a report filed to The Local College

· The report and assessment record will be available for submission to CYQ and the regulatory authority (Ofqual or SQA) upon request

If any of the rules of external assessment are deemed to have been broken by a learner, invigilator or other person involved in the assessment process, then The Local College and CYQ may declare the assessment void.


Recognition of Prior Learning (RPL) 

This is aimed at learners with relevant work experience and/or other related learning who do not hold appropriate certification. This is a route to assessment which may be considered to ensure that learning is not needlessly repeated. In such a case the learner may be entitled to proceed directly to their assessment however, some questioning may be required to ensure that the learner’s knowledge is still current.

An assessor will be appointed to assess the skills, knowledge, experience and understanding of the learner in relation to the qualification. 


A decision to proceed to assessment will be made once the assessor is satisfied that the learner has demonstrated that they have sufficient knowledge and competence relevant to the qualification.


Accreditation of Prior Achievement (APA)/Exemption

This is aimed at learners who are already in possession of relevant knowledge and competence in relation to the qualification. In such a case the learner must demonstrate their knowledge and/or competence by providing evidence to the assessor.


The evidence provided by the learner will be reviewed by the assessor to create an appropriate assessment plan based on the individual training needs of the learner.


Please note, that all RPL and APA/Exemption claims will be assessed on an individual case by case basis.


Students wishing to claim for RPL and/or APA/Exemption must inform the Local College prior to the start of their course using the form provided at the back of this handbook. Learners must consider the following before proceeding with their claim:


1. APA is not a short cut to achieving the qualification and is not necessarily a way of saving time or money. The traditional training and assessment route may actually be easier in the long run.


2. Learners must demonstrate all of the competencies required from the qualification under the same conditions as the other learners. We strongly discourage any learners claiming APA if there is any doubt about their skills, knowledge, competence or quality of evidence.


Once a learner’s claim has been granted for RPL or APA/Exemption the Local College will ensure the learner receives the following information:


1. What the learner should know and be able to demonstrate to meet the needs of the qualification.


2. Guidance on how a learner should present their portfolio evidence for assessment.


3. The cost of the application. Please note, the overall cost of the qualification will be discussed on a case by case basis in relation to the learner’s individual training needs.


4. Guidance on the type of evidence that will be considered by the assessor within the learner’s portfolio. The assessor will ensure that all evidence submitted is authentic, valid and the learner’s own work.


5. Guidance on how to construct and present the portfolio for assessment.


6. The procedure for RPL and APA/Exemption is as follows:


· Application sent to the Local College 


· Guidance on portfolio completion


· Assessor and learner to agree a suitable time, date and venue for interview


· Interview through questioning and assessment of evidence submitted within portfolio.

· An agreed action plan identifying any training or assessment needs to complete the qualification.

Progression Routes


The Local College deliver qualifications from Level 1 through to Level 3, therefore progression within fitness qualifications can be achieved. Progression within the fitness industry will also be discussed towards the end of each course.


Progression routes can be accessed via the CYQ website – www.cyq.org.uk.

Learner appeals procedure

Learners have the right to challenge the assessment decision made by their assessor.


If an appeal is made and a meeting between the assessor and the learner fails to resolve the issue, the assessor will assist the learner further in using the appeals procedure.


The Appeals Procedure for learners is as follows:


1. The learner should first discuss the reason for appeal with the assessor .


2. If the learner is not satisfied with the assessor’s final decision an appeal can be made in writing within 7 days of the assessment date, to the Internal Quality Assurer, at the Local College.  


3. The Internal Quality Assurer will acknowledge receipt of the appeal and will review the written appeal. The learner will be notified of the outcome of the appeal within 14 days from the acknowledgement date.

4. If the learner is still not satisfied with the outcome of the appeal they can then direct their appeal to the awarding organisation, CYQ.  It is important that the centre’s own appeals procedure has been exhausted before CYQ is involved.

5. CYQ’s Appeals Procedure is clearly identified on the CYQ website – www.cyq.org.uk 

 Learner Complaints Procedure

The Local College provide a formal route for learners wishing to complain about its services.


All complaints will be treated seriously and confidentially. Please note that in order to properly investigate your complaint it may be necessary to disclose limited, relevant information, to third parties in the form of personal data i.e. information from which you can be identified. Information about a complaint will only be given to people directly and everyone involved will be advised of the need for confidentiality.


A complaint or dissatisfaction with our service can be brought to the attention of insert name, Quality Assurance Manger in writing our address is:


 Insert centre address here


We will ensure acknowledgement of your complaint is made in writing within 48 hours, giving an indication of our proposed action. A considered response would then normally be made within 10 working days. You should include:


· A clear explanation of the nature of your complaint or query


· Your full name and contact details


· Copies of any supporting documentation


Our procedure covers all complaints about course delivery and administration, administrative support, quality assurance services, supporting resources including any allegations of discrimination or harassment and wherever possible we hope to satisfactorily resolve your complaint. 


If, following our full response, you feel that your complaint has not been adequately addressed then you have the right to appeal in writing to the Director of The Local College at the above address setting out the reasons for your continued dissatisfaction. The director will respond with a final decision concluding the matter.

If you have exhausted The Local College complaints procedure and your complaint has not been adequately addressed you have the right to forward it to CYQ.

Please provide full details of the complaint and action taken so far to the following address:


Customer Service Manager


CYQ, 112, Great Russell Street


London


WC1b 3NQ


CYQ will confirm receipt of the complaint within 48 hours. A considered response will be given within 14 days.

If CYQ are unable to resolve the complaint it will be referred to the Chair of the Independent Committee for final investigation and resolution.


Equality and Diversity 

The Local College has an active Equality and Diversity Policy that aims for all of its learners, irrespective of age, gender, ability, ethnic origin, religious beliefs and social circumstances to have access to our courses and to make the greatest possible progress.

The Equality and Diversity Policy can be accessed via our website at – Specific to each centre - insert your website address here.




Example Data Protection Policy


The Local College needs to keep certain information about its learners in order to allow it to record learner achievements, effectively manage customer correspondence, monitor the effectiveness of its qualifications and comply with awarding body guidelines. To comply with the law, information must be collected and used fairly, stored safely and not disclosed to any other person unlawfully.


To do this, The Local College must comply with the Data Protection Principles which are set out in the Data Protection Act 1998 (the 1998 Act).

In summary these state that personal data shall:


· be obtained and processed fairly and lawfully and shall not be processed unless certain conditions are met;

· be obtained for a specified and lawful purpose and shall not be processed in any manner incompatible with that purpose;

· be adequate, relevant and not excessive for that purpose;

· be accurate and kept up to date;

· not be kept for longer than is necessary for that purpose;

· be processed in accordance with the data subject’s rights;

· be kept safe from unauthorised access, accidental loss or destruction;

· not be transferred to a country outside the European Economic Area, unless that country has equivalent levels of protection for personal data.

The Local College and all staff who process or use personal information must ensure that they follow these principles at all times.

The Local College will adhere to the Act through the following measures:

· fully observing conditions regarding the fair collection and use of information; 

· meeting its legal obligations to specify the purposes for which information is used; 


· collecting and processing appropriate information only to the extent that it is needed to fulfil our operational needs or to comply with any legal requirements; 


· ensuring the quality of information used; 


· ensuring that the information is held for no longer than is necessary; 


· ensuring that the rights of people about whom information is held can be fully exercised under the Act (i.e. the right to be informed that processing is being undertaken, to access one’s personal information; to prevent processing in certain circumstances, and to correct, rectify, block or erase information that is regarded as wrong information); 


· taking appropriate technical and organisational security measures to safeguard personal information; 


· ensuring that personal information is not transferred abroad without suitable safeguards.

Data Security


The Local College staff is responsible for ensuring that:


· any personal data that they hold is kept securely;

· personal information is not disclosed orally, in writing, via Web pages or by any other means, accidentally or otherwise, to any unauthorised third party.


Learner information

Details of learners’ personal details, registrations, assessment results and qualification or unit achievements are retained by The Local College for a minimum of 1 year and CYQ for a minimum of 6 years unless authorised by a learner this information will not be shared with other parties other than The Local College and CYQ.

Learners wishing to access personal details in relation to CYQ qualifications will be subject to an identity check before any information is disclosed.

In accordance with Condition D4.2 of the Ofqual Conditions of Recognition CYQ is not obliged to disclose information if to do so would breach a duty of confidentiality or any other legal duty.



