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Introduction
Welcome
We are delighted that you have chosen to further your learning and enhance your career
prospects by enrolling on a programme with Dynamic Training UK.

This handbook explains what you can expect from us and what we expect from you. We
hope that you find it helpful.    

Whichever course you are attending, we hope that it is beneficial and that your learning
experience is enjoyable.    

Our role is to ensure that you receive the training, assessment and support that you need
to successfully complete your course within the timescale that you have agreed with your
training coordinator/ tutor. 

Who are we?
Dynamic Training UK, is an independent training provider offering specialist learning and
training across London and the South East. We support the individuals and employers to
access training and provide first class information, advice and guidance.

We are proud of what we do and want to offer the best service to the communities that
we work with. We recognise the diversity of our multi-cultural society and strive to
promote equal opportunities for all.

Our commitment to you  
We are committed to promoting learning and identifying suitable progression routes. 

We aim to:  
• Extend the range, appeal and access to learning and employment

• Make learning more inclusive 

• Promote equality

• Eliminate discrimination  

We will achieve this by:  
• Promoting access to learning and developing provision to meet the diverse 

needs of our local community 

• Providing skills for life and vocational opportunities 

• Challenging discrimination and harassment in all their forms 

• Providing a safe, healthy and supportive learning environment

• Embedding quality improvement in all aspects of our service  
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Your obligation to us  

• Advise us if you have any special needs or require additional support to enable 
you to participate in a course. If we know your requirements in advance, we 
will do our best to provide appropriate assistance for you   

• Advise us as soon as possible if you are no longer able to attend a session 
that you have booked so that someone else can take your place   

• Arrive on time for your course
• Treat everyone with respect and consideration at all times  
• Tell us if you witness or experience any inappropriate behaviour  
• Comply with our policies and procedures, they are there to keep you safe and 

happy whilst you train with us
• Ensure you attend regularly to get the best from your course

Important safety information

Safety - Your safety is of paramount
importance to us - please familiarise
yourself with the health and safety
procedures and fire exits for the venue
before your session begins.

Mobile Phones - Before your session
begins, please either switch off or silence
your mobile phone to avoid disturbing the
class.  

Refreshments - Hot drinks are available
during breaks but please don’t bring food
into class. Lunch will be provided to
students who are eligible for free meals.

We hope that your course is enjoyable and that you achieve your learning goals.    

Getting the most out of your course

• At the beginning of the course, your training coordinator/tutor will explain 
what you will learn during the session and you will be asked to complete the 
first part of the individual learning plan    

• Your tutor will try to include your specific learning goals where these are 
relevant to the overall course objectives. 

• Throughout the session the training coordinator/tutor will review your 
progress and give you feedback to help you develop your knowledge and 
skills. He/she may take photographs of the session and of your completed work 
for our records 

• At the end of your course, the tutor will ask you to complete the evaluation 
form, individual learning plan or learner log. This will enable you to reflect on 
what you have learnt during the course and celebrate your achievements.  
Your responses also tell us whether the course met its planned objectives and 
helps us to develop future programmes

Attendance - Before each session begins
you must sign the register as this confirms
your attendance. If you leave at break time
or lunchtime you must sign in and out every
time you leave the premises. If for any
reason you are unable to attend you must
notify your training coordinator/tutor.

Smoking -Is not permitted in any of our
sites. Please go outside during break hours
if you need to smoke.

Accident - If you have an accident, injury
or ‘near miss’ while on the premises, please
notify your tutor/assessor. We will arrange
any necessary assistance and ask you to
complete an incident report form.   



03

Which course is right for me?

Steps to Success

6 -12 month pre-employment full time courses are for learners who are just starting out in
the world of work. Skills are developed in work skills, plus Functional Skills in English and
mathematics. Alongside these qualifications, learners learn about their chosen vocational
aim, such as Childcare or Construction and go out on work experience. Depending on the
individual, the training can lead to an Internship, Apprenticeship or a permanent job. Steps
to Success is delivered out of our Redwood College based in Greenford, West London.

Apprenticeships

Gain recognised qualifications whilst you work. This programme is for first time apprentices
in the work place or for those already in employment and looking to develop their skills and
progress with their employer. Dynamic are experts in vocational training and have
occupationally competent assessors and tutors that can support you in choosing the right
apprenticeship for you.

Dynamic College

An on-line learning portal for those that have access to Learner Loans to develop their
knowledge and skills. Level 3 qualifications are delivered over a 12-week period using
remote  assessment methods and our e-portfolio Onefile.

The team at Dynamic will help you to identify the course that best fits your current needs,
your career aims and aspirations. The course you have chosen is expected to help further
develop your skills, knowledge and your career options, by building on your learning and
achievements to date.

Opportunities to progress to qualifications at higher levels 

The team will provide you with information on progression pathways before you start your
course and your training coordinator/ tutor will discuss opportunities for progression with
you during your programme and on completion of your current qualification. There is a
broad range of qualifications on offer from level 1 for those just about to enter the
workplace for the first time, to higher apprenticeships of degree level for those that are
more experienced. Whatever your learning aims are, we want you to progress and develop
your learner journey with us to achieve your full potential.

The courses we offer lead to recognised work-based qualifications. Qualifications are
available in a broad range of subjects and at a number of levels. 
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     Induction

Before you start your training with us you will
have an Induction. This will identify your starting
point and answer any questions that you may have.
Undertaking any kind of training is a big commitment and
the Induction process will help you make the right decision
and get you on the right course. You will complete assessments
for English and mathematics Functional Skills to identify the level you are currently
working at, whether you need support and when you will be entered into relevant exams. 

Functional Skills & Forskills

As part of your training with us, whether the course is in Health Care or Administration, you
will also work towards and achieve Functional Skills in English, mathematics and depending
on the course, ICT.

To support you in learning these Functional Skills, you will have access to Forskills. This is a
partner organisation we work with that specialises in online support in English, maths and
ICT. You will have a tailor-made programme that suits your needs to get you ready to sit the
exams and hopefully achieve these valuable qualifications. Your assessor/tutor will support
you in accessing and using this website.

Essay: task words

Task words are the words or phrases used in assignment titles that tell you what to do.
(These words are also used in marking criteria.) Common examples include ‘discuss’,
‘evaluate’, ‘compare and contrast’ and ‘critically analyse’. It is important, of course to have
a reasonably clear idea of what these words and phrases mean. 

Account For

Analyse

Appraise

Assess

Comment

Compare

Contrast

Similar to ‘explain’

Identify separate factors, say how they are related and how each one
contributes to the topic

Consider the positive and negative points and give a reasoned
judgement

Give careful consideration to all the factors or events that apply and
identify which are the most important or relevant

Give your view after you have considered all the evidence. In particular
decide the importance of all the relevant positive and negative aspects

Identify the main factors that apply in two or more situations and
explain the similarities and differences or advantages and
disadvantages

Show how two (or more) things are different
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Critically
Analyse

Critically
Assess

Critically
Evaluate

Criticise 

Describe

Define

Demonstrate

Design

Draw 
Conclusions

Evaluate

Examine

Explain

As per ‘analysis’ but questioning and testing the strength of your and
others’ analyses from different perspectives; often means using the
process of analysis to make the whole essay an objective, reasoned
argument (an overall case)

As per ‘assess’ but emphasising the scrutiny from different
perspectives of arguments made by others about the assessed
quality; often means making the whole essay an objective, reasoned
argument (an overall case), based on your assessment

As per ‘evaluate’ but showing how judgements vary from different
perspectives and how some judgements are stronger than others;
often means creating an objective, reasoned argument (an overall
case) based on the evaluation from different perspectives

Review a topic or issue objectively and weigh up both positive and
negative points before making a decision

Say or write what something is like (its relevant qualities); depending
on the nature of the task, descriptions may need to be brief or they
may need to be very detailed

Clearly explain what a particular term means and give an example, if
appropriate, to show that you mean

Provide several relevant examples or related evidence which clearly
support the arguments you are making. This may include showing
practical skills

Create a plan, proposal or outline to illustrate a straightforward
concept or idea

Use the evidence you have provided to reach a reasoned judgement

Review the information then bring it together to form a conclusion.
Similar to ‘assess’, often with more emphasis on overall judgement of
something i.e. explaining the extent to which something is effective/
useful/true etc. Evaluation is thus sometimes more subjective and
contestable than some kinds of pure ‘assessment’

Look closely at something, thinking and writing about the detail, and
questioning it where appropriate

Set out in detail the meaning of something, with reasons. More difficult
than describe or list; it can help to give an example to show what you
mean. Start by introducing the topic then give the ‘how’ or ‘why’ OR
provide details and give reasons and/or evidence to clearly support the
argument you are making
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Training coordinators & tutors

You will be allocated an assessor/trainer or tutor to support you throughout your course. 
They will be responsible for:

• Working with you to provide the training that you need to succeed

• Arranging attendance for off-the-job training or work experience depending on 
which course you are on

• Arranging any external exams or tests

• Preparing you for your end point assessment if required

• Completing regular progress reviews with you and your employer or workplace 
mentor

• Provide any additional coaching or support that you need to achieve your 
qualification(s)

• Support your well-being and welfare. We want you to feel safe and supported 
whilst you train with us

• Discuss your next steps and progression routes on completion of current 
qualification

Explore

Identify 

Illustrate

Interpret

Justify

List

Outline

Plan

State

Summarise

Consider a topic or idea broadly, ‘hunting’ for related and / or
particularly relevant, interesting or debatable points

Point out or choose the right one/give a list of the main features

Give selected examples of something to help describe or explain it, or
use diagrams or other visuals to help describe or explain something

Define or explain the meaning of something (words, actions, etc)

Give reasons or evidence to support your opinion or view to show how
you arrived at these conclusions

Provide the information in a list, rather than in continuous writing

Write a clear description; give a summary of/a general plan showing
essential features but no detail

Work out and plan how you would carry out a task or activity

Express briefly or clearly

Write down or articulate briefly the main points or essential features
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Individual Learning Plan

The qualification(s) that you need to complete are shown in your Individual Learning Plan
(ILP). Your learning plan is important as it shows:

• The sector and job role to which your training relates

• The qualification(s) you need to achieve and by when

• The individual units in your qualification(s) and your progression

• Your individual learning needs in relation to each unit

• The training sessions you will need to attend as part of your course

• Training and development objectives that you have agreed  

• Your commitment to your learning

The plan will be updated on a regular basis to show what you have achieved so far and
demonstrate how you are developing.

How long is my training?

Some of our courses are for 6 months whilst others can be nearer to 2 years. Before you
start a course with us you will know exactly what the commitment is going to be. There will
times that you will be expected to work independently on your learning and you will be
supported on how to manage your time effectively. If you are already in the workplace there
will be times that you will be expected to attend workshops or off the job training. These
sessions will be planned and agreed in advance with your employer so you both know
what the expectation will be.

Lack of progress, cause for concern & extension request

You will be supported by your assessor/trainer or tutor to reach your training goals;
however, you too need to show commitment to your own learning and development. From
time to time there will be periods when juggling studying and work/life balance can be
tricky. If you are struggling to meet deadlines you must talk to us and see what we can do
to support you. Using an e-portfolio puts you in charge of your learning and helps you
manage your own progress effectively. Your assessor will help you monitor your progress
but only you can make the commitment to your studies. If your progress is not where is
should be, you will be notified by email of our concerns. If by the following month your
progress is still behind, your employer will be informed by a Cause for Concern. If there is
no improvement by the third month a Lack in Progress will be discussed with you and your
employer. This could result in you being removed from the training but this is very much a
last resort, so please keep your assessor/tutor informed of any issues you may be having.

You can request an Extension to a deadline which needs to be approved by your assessor/
trainer or tutor to take the pressure off if you have been ill for example. If there is a lack of
progress through no commitment you will be asked to attend a meeting to see what the
reasons are and an action plan will be created to get you back on track.
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Prior learning & achievement 

You may have already completed qualifications that offer a direct exemption from parts of
your course. For example, you may have already achieved GCSE grades in English,
mathematics and/or ICT that provide exemption from Functional Skills, or you may have
evidence of competence gained from qualifications that you completed at school or college. 

Any parts of the course from which you are exempt are shown in your Individual Learning
Plan. To ensure that you do not duplicate parts of the course that you have already
achieved, you will need to provide your assessor/trainer or tutor with original certificate(s).
This may help you progress to a higher level in some parts of your course such as English
for example.

Reviews 

To ensure that you are progressing well with your qualification(s) and that you are receiving
the support that you need to complete your course, your assessor/trainer or tutor will set up
regular progress reviews. Your employer or work experience mentor will be asked to
contribute to the review meetings. 

The purpose of the reviews is to: 
• Review your progress to date against the planned progression identified in your 

Individual Learning Plan
• Support your welfare and help you with any problems you may be facing
• Record Off the Job Training that you have completed and that is planned for 

the coming months
• Work with your employer to support your development, progress and 

successes
• Review progress with short - medium term targets set at your previous 

review 
• Discuss any barriers to your success 
• Agree targets and objectives for the next review period to ensure that 

you remain on track to achieve your qualifications by your planned 
completion date
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Policies & Procedures
All of our policies are available on our website and our E-portfolio Onefile, or you
can ask your assessor/trainer or tutor to give you a copy if you prefer. The policies
that follow are most relevant to your training with us but please do visit our website
for a comprehensive list of our policies and procedures.

Health & safety 

Your safety is really important to us and we will do everything that is reasonably
practicable to ensure the health, safety and welfare of all learners and staff. Everyone
must have due regard for Health & Safety regulations both for themselves and for other
persons who may be affected by their actions. Details of employer and employee
responsibilities for health and safety can be found on the ‘What you should know’ poster
on display in our centres and also on notice boards in the employers that we work with.

Health & safety resources

If you do have an accident at one of our centres or in the workplace, you must follow the
accident reporting procedure below.

1. Record in Accident Book        
2. Report to Dynamic Training UK Ltd

All accidents must be recorded in the Accident Book and reported to the Quality
Manager on 0208 607 7850. Dynamic is required to investigate accidents or near misses
and report any injuries, diseases or dangerous occurrences (covered by the Reporting of
Injuries, Disease and Dangerous Occurrences Regulations 1992 (RIDDOR)) to the Skills
Funding Agency. 

Equality of opportunity 

Our commitment to equality of opportunity covers all stages of the programme, from
recruitment and initial assessment to training, assessment, support and achievement. 
We aim to ensure that learners on our programmes do not receive less favourable
treatment on the grounds of sex, marital status, disability, race, colour, nationality, ethnic
origin, religion or belief, age, sexual orientation or dependents, or are placed at a
disadvantage by imposed conditions or requirements which cannot be shown to be
justified. 

As part of your training, we will introduce you to a range of topics covering your
employment responsibilities and rights, including those relating to unfair discrimination,
bullying and harassment. Our Access to Assessment Policy explains how we will work
with you to remove any unjustifiable barriers to your success. 

This also includes examples of bullying and harassment in the
workplace so that you can identify this should it occur. Please take
some time to review the policy and talk to your assessor/trainer
or tutor about any special assessment requirements that you
might have.
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We also expect the employers we work with to
have an Equal Opportunities Policy which sets out
their commitment to ensuring equality and valuing
diversity. Please ensure that you are aware of your
employer’s policy and the steps that you should take to
report any concerns about unfair discrimination, harassment or
bullying in the workplace. 

If you believe you have been treated unfairly during any stage of the programme, we would
urge you to discuss your concerns with your employer or assessor/trainer or tutor.
Alternatively, you should follow the complaints procedure in this handbook. 

Safeguarding 

Safeguarding is a term used to describe the duties and responsibilities that those providing
education and training have to carry out to protect individuals from harm and to feel safe. 

Our safeguarding arrangements are to:
• Ensure we practise safe recruitment of staff and volunteers
• Raise awareness of safeguarding issues and equip learners with the skills to 

keep themselves safe
• Develop and implement procedures for identifying and reporting safeguarding 

issues
• Provide a safe environment in which to learn and work
• Take appropriate action to ensure that learners are kept safe at home, work 

and in training 
• Identify and support any young or vulnerable learners suffering, or likely to suffer 

any significant harm
• Identify and support learners that are at risk of radicalisation and put together a 

support programme

Abuse can take a number of forms including:
• Physical abuse - including touching in a way that hurts, being hit, kicked, 

pinched, burned or pushed
• Psychological or emotional abuse - causing upset through bullying or teasing 
• Sexual abuse - people touching you when you don’t want them to, making you 

touch them if you don’t want to, saying sexual things when you don’t want 
them to or making someone take part in an unwanted sexual act

• Financial, money or material abuse - stealing from you or being bullied into 
handing over money or things you own

• Discrimination - being treated badly because of your:
- age
- disability 
- gender 
- ethnicity 
- religion or 
- who you choose as partner/girlfriend/boyfriend 
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• Neglect - being neglected or ignored by people who are there to provide 
personal care support and having your rights to basic living needs such as 
shelter, food and water, clothing and medicine taken away and taking your right 
to make your own choices are examples of neglect

• Radicalisation - being influenced and/or put at potential risk through extreme 
religious social or political beliefs

If you think you are being hurt or abused by another learner, member of staff, visitor or
someone outside of work:

• Tell someone you trust about what is happening
• Contact a member of the Hillingdon/Dynamic safeguarding team:

Nina Royle - Quality Manager
E: nina.royle@dynamictraining.org.uk    T: 07740 283011

Pippa Richardson - Curriculum Manager
E: Pippa.richardson@dynamictraining.org.uk    T: 07876 832798

Jane Phillip - Programme Lead Redwood College
E: Jane.phillp@dynamictraining.org.uk    T: 07969 426129

Preventing violent extremism   
Prevent is part of the Government’s anti-terrorism strategy. It is intended to stop vulnerable
people being radicalised into violent extremism. Anyone who has information regarding
suspected terrorist activity should report this to the police or the Anti-Terrorist Hotline on
0800 789 321 or complete a secure online form at act.campaign.gov.uk If someone is
believed to be vulnerable to, and at risk of being drawn into, radicalisation, they should be
referred to the Safeguarding team at Dynamic in the first instance who will contact the
relevant Channel/Prevent Panel.   

British values
As a provider, we actively support the embedding of British Values into our training and
classroom activities. We endorse the fundamental British Values of democracy, the rule of
law, individual liberty and mutual respect for and tolerance of those with different faiths and
beliefs and want you to be part of this learning and experience by having a voice to
express how we are doing as a training provider. If you feel that we are not supporting
British Values, please contact one of the Safeguarding team who will act on your concerns.

The road to resilience
Whilst you are training with us, we want to support your wellbeing and understand that at
times life can be difficult.

How do people deal with difficult events that change their lives? Loss of a job, illness,
relationship breakdowns can all be traumatic events. Individuals react differently to such
events and have different emotions and can feel a sense of uncertainty. Resilience is the
process of adapting well in the face of adversity, it means “bouncing back” from difficult
experiences. Resilience is not a trait that people either have or do not have. It involves
behaviours, thoughts and actions that can be learned and developed.
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Ways to build resilience
Make connections: good relationships with family, friends or others are important. Accept
help and support from those that care about you.

Avoid seeing crises as insurmountable problems: You can’t change the fact that stressful
situations happen but you can change how you respond to these events. Try looking beyond
the present to how future circumstances maybe a little better. Accept that change is a part
of life. 

Move towards your goals: Develop realistic goals that you can achieve and monitor small
changes that benefit the bigger picture. Nurture a positive image of yourself: Developing
confidence in your ability to solve problems and trusting your instincts helps build resilience.

Keep things in perspective: Even when facing very difficult and stressful events, try to
consider the event in a broader context. Avoid blowing the event out of proportion. Maintain
a positive outlook: an optimistic outlook enables you to expect good things to happen in
your life. Try visualising what you want rather than worrying about what you fear.

Take care of yourself: Pay attention to your own needs and feelings. Engage in activities that
you enjoy and find relaxing. Exercise regularly. Taking care of yourself helps to keep your
mind and body primed to deal with situations that require resilience.

Support services

While we want you to have a successful and enjoyable time on your programme we
recognise that there are times when some learners may need some advice and support for
issues of a more personal nature, including those that may be affecting your work or training. 
We will listen and discuss any personal issues that may be causing you a problem and we
will try to help you to find more effective ways to cope with them. Please raise any concerns
directly with your assessor/trainer or tutor or in turn speak to our safeguarding officers who
will be more than happy to help.

E-Safety

Keeping Safe On-Line: 
Using PCs, smart phones and tablets has become an everyday part of work and life. It is
important that you follow the rules and guidance below to ensure your on-line safety,
including the avoidance of cyber bullying or harassment, and to ensure that the Data
Protection Act isn’t breached. Don’t post any personal information online - like your address,
email address or mobile number.

Think carefully before posting pictures or videos of yourself.  Once
you’ve put a picture of yourself online, most people can see it and
may be able to download it, it’s not just yours anymore. Keep your
privacy settings as high as possible and never give out your
passwords. Don’t befriend people you don’t know or open emails
with attachments from people or companies that you don’t know.
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Remember that not everyone online is who they say they are! If you see something online
that makes you feel uncomfortable, unsafe or worried: leave the website, turn off your
computer and if you want to, tell your tutor. We monitor our internet usage to see who is
accessing websites to make sure that staff and learners are safe and are not accessing
inappropriate material.

Our internet usage rules:
1. Users must not attempt to access or upload to the internet, information that 

is obscene, sexually explicit, racist, defamatory, incites or depicts violence, or 
describes techniques for criminal or terrorist acts

2. Users must not intentionally access or transmit computer viruses, or attempt 
to ‘hack’ into data that may cause damage 

3. Users must not infringe copyright – this includes unauthorised copying of 
images from the internet without permission, and downloading music files 
and commercial screensavers

4. Users can use the internet for research purposes but copying and plagiarism 
of work will not be tolerated and could result in your being removed from your 
course

5. Users must not knowingly undertake any action that will bring Dynamic 
Training or your employer into disrepute 

To help the smooth running of the centre, you may not:  
• Change the default settings on software or hardware 
• Do anything that corrupts or destroys data illegitimately
• Download or otherwise install software on the computers 
• Introduce hoaxes, viruses or anything obstructive or damaging to the centre’s 

systems 
• Disclose your passwords or other access controls to others
• Use the centre’s facilities for commercial gain 
• Make excessive or inappropriate use of facilities such as chat rooms 
• Use the centre’s facilities excessively, to the detriment of other users, such as 

by on-line game playing or downloading extremely large files  

Access to assessment 
We are committed to achieving equality of opportunity at each stage of the assessment
process. We do however need to ensure that the assessment arrangements we allow are
fair, reliable and do not give learners an unfair advantage either real or perceived. 

Learners may have particular assessment requirements for a number of reasons, including: 
• Being unable to complete standard practical and written tasks through 

temporary or permanent disability
• Being unable to complete standard written tasks through temporary or 

permanent learning needs
• Being unavailable through illness or injury to attend scheduled practical 

assessments
• Being unable to effectively demonstrate practical assessments through illness 

or injury



Confidentiality 

The personal data and information that you provided us with on your application 
form and Individual Learner Record (ILR) will be processed and held in
accordance with the Data Protection Act 1998. In order to register you with
the awarding body for your qualification (e.g. Pearson) we will need to provide
this third party with your full name, date of birth, gender and in some cases
contact details including your email address. The data recorded on your ILR
will be accessed by the Education and Skills Funding Agency (ESFA) for
funding purposes. If you have any questions relating to confidentiality or your
personal data, please contact our MIS Manager on 0208 607 7850. 
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Reasonable adjustments to accommodate
particular assessment requirements must be
approved prior to the assessment taking place.
Requests should be submitted in strictest confidence to
the Apprenticeship Manager. Learners have the right to
appeal any decision not to accommodate the proposed
adjustment. The Appeals Procedure should be followed to appeal any decision made in
relation to a request. 

Appeals procedure 
If you are unhappy about an assessment decision, you have the right to appeal. The appeals
procedure has three stages. To make an appeal you must start with the first stage and only
progress through the other stages if you are not satisfied with the outcome of each one in
turn. The three stages are as follows:

1. Discuss your concern with your training coordinator/tutor who will provide 
you with an explanation of their assessment decision. If you remain dissatisfied 
with the assessment decision, you should make a formal appeal. Your appeal 
should be in writing and should include details of the assessment decision that 
you wish to appeal and the grounds for your appeal. Your training 
coordinator/tutor will provide you with a written response within 7 days of 
receiving your letter

2. If you are still not satisfied with the outcome of the first stage of the Appeals 
Procedure, the appeal should be submitted to the Internal Quality Assurer 
Verifier for your qualification. The IQA will confirm the outcome of the appeal 
within 7 days 

3. If you are not satisfied with the outcomes of the second stage of the Appeals 
Procedure, the final stage in the appeals procedure will be to submit the 
appeal to the awarding body with which you are registered. The Quality 
Manager will provide you with details of who to write to and where to send 
your letter of appeal. The Quality Manager can be contacted on 0208 607 7850
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Code of conduct & behaviour policy
To ensure success on your course, you are expected to agree to follow our code of
conduct. We want you to succeed in life and to become a productive and valued member
of society and we think these points are a good start.

1. Attend and be punctual for training and/or classes.
2. Follow all health and safety instructions, policies and procedures.
3. Report any concerns or worries concerning Radicalisation
4. Follow the employer’s Accident Reporting Procedure and report all accidents 

or incidents to Hillingdon Training/Dynamic Training UK

Behaviour policy
Dynamic Training UK Ltd take the behaviour and the attitude of its learners very seriously.
Our mission is to prepare and support you in both the classroom workplace and to
provide opportunities to reach your aspirations. To do this, we insist on modelling positive
behaviour by;

• Treating you with courtesy, dignity and respect
• Provide support to meet your individual needs 
• Keep your personal information about you safe and confidential
• Listen to your concerns and ensure your welfare
• Explain all options, plan your learning with you
• Monitor and assess your progress and challenge you to achieve more
• Provide you with a range of support to meet your needs
• Ensure you have your say 
• Create a safe and fair learning environment

The learner code of conduct clearly sets out our expectations of you. (See your individual
learning plan) Led by our core value of respect, everyone is expected to maintain the
highest standards of personal conduct, to accept responsibility for their behaviour and
encourage others to do the same. Aim of the behaviour policy.

• To create a culture of excellent behaviour
• To ensure that all students are treated fairly, shown respect and to promote 

good relationships
• To refuse to give students attention and importance for poor conduct
• To help students take control over their behaviour and be responsible for the 

consequences of it
• To build a community which values kindness, care, good humour, good 

temper, obedience and empathy for others
• To promote community cohesion through improved relationships
• To ensure that excellent behaviour is a minimum expectation for all

All staff will treat learners with respect, engagement with learning is always the primary
aim. We have a clear procedure in place to manage unacceptable behaviour. Our 3-strike
system has been put into place to prepare you for work and/or further education.We will
provide encouragement and remind you of the agreed code of conduct and classroom
expectations when your behaviour begins to overstep the boundaries.
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However, the following behaviour will lead to a strike;
• Lateness to class • Not submitting your work on time
• Inappropriate dress • Rudeness
• Disruptive behaviour in class that impacts on the rest of the class or college

When you have been given a strike, you will be informed privately. Should you reach 3
strikes, you will be asked to attend a formal meeting to discuss your continuation with the
programme. Depending on the behaviour you may have an agreed action plan to which you
must adhere to or you will be asked to leave the programme.

Gross misconduct

The following behaviours are deemed as gross misconduct and will lead to a fixed term or
instant exclusion from the programme;

• Theft
• Sexual misconduct
• Assaults or fighting
• Bullying, including cyber bullying
• Wilful damage to property
• Endangering other students
• Bringing the college into disrepute
• Possession of offensive weapons
• Aggressive/threatening behaviour
• Intimidating/discriminatory language and behaviour
• Malicious communications, including those sent electronically or via social media
• Possession (or being under the influence) of any substance that impairs 

judgement or decision making or is being used against its intended purpose (i.e. 
illegal drugs, legal substances, alcohol, non- prescribed medication, aerosols)

The above list is not exhaustive and other issues may be judged to be equivalents. There will
be no right to appeal on breaches of misconduct. Where appropriate we will always seek to
put measures in place to support the learner to achieve their qualification. Regard will be and
must be given to the safety of everyone and creating a safe and respectful learning
environment. The Disciplinary Procedure will be followed where behaviour or commitment
fails to meet the requirements of the Code of Conduct. Learners will be informed of concerns
in writing, invited to a disciplinary meeting, informed of their right to be accompanied and
informed of the right to appeal any disciplinary decisions. 

The stages of the procedure are as follows:
1. Verbal Warning
2. Written Warning
3. Final Written Warning
4.Termination from the programme

The company may proceed to proposing withdrawal from the programme where a serious
breach to the Code of Conduct has occurred, particularly in instances relating to health and
safety, theft or equality of opportunity.
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Malpractice & its prevention

Information on malpractice will be discussed at your induction. Any reasonable grounds for
suspicion that either a learner or a member of staff has committed malpractice will be
thoroughly investigated by the Quality Manager.

Learners that are found to have committed malpractice will be withdrawn from their
programme. Staff that are found to have committed malpractice will be withdrawn from
teaching the course and will be the subject of a disciplinary hearing which may result in
dismissal.

Learner feedback   

We want to know what you think of us and how we can be better! We will ask for your
feedback during your training through questionnaires and Learner Forums plus you can tell
your tutor or assessor/trainer what you think.

Once you have finished your training with us, we would like to keep in touch to see how
you are developing and if there is anything else we can help you with.

Complaints & compliments

If you are unhappy about any aspect of our service, please give us the opportunity to
resolve the problem quickly by discussing it with your assessor/trainer, tutor or a member
of the management team. We will do our best to settle your complaint promptly.  

If you are unhappy about any aspect of your programme, please contact our Quality
Manager on 0208 607 7850, who will make a record of and investigate your complaint. If
you are not satisfied with the response you receive, your complaint will be passed to the
Director, who will contact you within 5 working days. We will keep you informed of what is
happening and of the outcome. 

Good luck!
Whatever your training goals are, the team at Dynamic are here to support you. Whether
you are training as part of your first job or looking to improve your skills and develop with
your employer, we hope that you enjoy your time with us and we wish you well for your
future.
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Notes
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