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Introduction

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.

Our role is to ensure that you receive the new skills and knowledge via training, assessment and support that 
you need to successfully complete your course within the timescale that you have agreed with us.

Dynamic Training UK is an independent training provider offering specialist training and development across 
London and the South East. 

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. 

We are an approved training provider on the Register of apprenticeships training providers (ROATP)
We are experts in our field, we have a dedicated and experienced staff team who underpin our success 
All our team are occupationally competent practitioners in their own fields
Our quality speaks for itself, we have excellent achievement rates and have are graded Good at our 
Ofsted inspection (May 2016)
We passionately believe in delivering the right programme for both employers and learners, therefore 
we offer a choice of programmes, covering a wide range of job roles and responsibilities
We are a Health Education England Preferred Provider and a delivery partner for National Skills 
Academy for Health
We have been awarded the Skills for Health Quality Mark
We are a Skills for Care Endorsed Provider
We are a Matrix Accredited Provider
We are a disability Confident Committed employer and provider

Welcome

Who are we?

Why choose Dynamic Training



We passionately believe in delivering quality training to all. We foster a culture that creates an 
environment of respect, openness and inclusion. Our aim is to ensure everyone is successful at a 
pace appropriate to their ability and development and has the chance to fulfill their potential.

Our Guiding Principles
• We act with uncompromising integrity and honesty, valuing customer service and professionalism highly
• We operate without discrimination and promote diversity and inclusion
• We are an open and transparent organisation, promoting transparency across all channels
• We provide impartial information, advice and guidance to support progression
• We are accountable for all that we do, it is what our customers expect and deserve
• We foster partnership working, in order to deliver and develop our services to meet the needs of our 

customers

Standards of Service
• We believe in effective and timely communication with all
• We respond to all requests and messages within 72 hours of receipt
• We continuously review and improve our communication, service and delivery to provide the highest standard 

of customer service at all times
• We actively seek and act on feedback and suggestions from staff, partners and learners to enhance our 

standard of service

Wellbeing and Safeguarding
• We promote a welcoming and safe environment for all to work and learn in
• We promote British Values
• We ensure all information is securely held and not be passed on without prior consent in line with current Data 

Protection legislation and good practice
• We ensure all members of staff are trained in Safeguarding and the government Prevent strategy

Quality Assurance
• We aim to continuously improve our services to ensure our customers receive the service they deserve
• We ensure every individual receives quality time with their assessor/tutor
• We keep up to date records of progress and communications to ensure development is on track
• We provide qualified staff and ensure wrap around support is available to every individual
• We respect the diversity of our students and deliver our services with integrity, impartiality and confidentality
• We provide quality training to ensure a high standard of service and to uphold our reputation

Our commitment to you

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



Starting an apprenticeship is an exciting and challenging undertaking.  We have summarised some of the main 
aspects of your apprenticeship journey below: 

Information and Guidance
Our information and guidance session is to help you make an informed choice as to whether an apprenticeship 
is right for you. This information can be accessed through our online application system or face to face at one of 
our information sessions. 

Your apprenticeship application
You will need to complete the online application process for your apprenticeship. The process is comprehensive 
and needs to be fully completed, in order for your application to progress.  

Compliance
After you have completed your online application, your paperwork will be processed by our compliance team 
who will check it is all in order, that you are eligible to undertake an apprenticeship and enrolled onto your 
apprenticeship.

Initial assessments 
You will be required to undertake initial assessments in English, maths and possibly ICT ahead of your induction 
onto your apprenticeship programme. This is so we can determine the level at which you are currently working 
and to identify any additional support you may need.  You will also be required to complete a skills scan along 
with the initial assessments two weeks prior to your induction. 

Your learner journey

People involved in your apprenticeship programme



Documentation for induction
You will be required to provide evidence of any previous academic achievements (qualification certificates) 
that help determine whether you are exempt from the functional skills requirement of an apprenticeship.  
Additionally, you will also need to provide evidence of your right to reside in the UK (i.e. birth certificate, 
passport etc). 

Induction 
You will receive an in-depth induction onto your apprenticeship, which will provide you with all the information 
that you need in order to commence your programme. The objective of your induction is to:
• Understand the Apprenticeship Standard
• Identify how to manage study time and skills
• How to develop Maths, English and ICT skills and prepare you for speaking and listening 
• Explain your role and responsibilities in Safeguarding, Prevent and British Values

Tutor/Assessor/Skills Coach
You will be allocated an Tutor/Assessor/Skills Coach who will support and guide you for the duration of your 
apprenticeship. Within 3 – 4 weeks of your induction, they will meet with you and your line manager in the 
workplace to plan your 20% off the job activity and individual learning plan

On programme
During the on programme phase of your apprenticeship, you will achieve your 20% off the job training*, study 
for your qualification (if one is included in your apprenticeship) and achieve your English, maths (and in some 
cases ICT) functional skills qualifications. This will involve regular meetings with your Tutor/Assessor/Skills 
Coach.  You will also be learning and developing new skills/competencies and knowledge in the workplace. 

Your training and development
Every four weeks you will be given a submission deadline and will be expected to submit work that has been 
set by your Tutor/Assessor/Skills Coach, providing evidence of your competence and knowledge via our OneFile 
E-portfolio. 

You will also need to achieve 20% activity on our Skills Forward (functional skills) e-learning platform every 
month for the first six months of your apprenticeship.

Formal Progress Review and 20% off the Job review are scheduled every 10 – 12 weeks with you, your line 
manager and your allocated Tutor/Assessor/Skills Coach. 

Assessment gateway
At the Assessment Gateway, your line manager, in consultation your Tutor/Assessor/Skills Coach, decides that 
you have completed the mandatory aspects of your apprenticeship and are ready to undertake the endpoint 
assessment phase of your apprenticeship with the independent assessment organisation. 

End Point Assessment (EPA)
The End Point Assessment will incorporate different assessment components such as , interview, observation, 
presentation, multiple choice questions, scenario based questions. The assessment components will vary, 
depending on the apprenticeship you are undertaking. The independent assessor  will determine your overall 
grade.  You can achieve a pass, merit or distinction.

Certification 
On successful completion of the end point assessment, you will receive certification of your achievement. 
Certification takes around 12 weeks. 

* further details on 20% off the job training overleaf 



Off the job training is a statutory requirement for an English apprenticeship. It is training which is received by an 
apprentice, during an apprentice’s normal working hours, for the purpose of achieving the knowledge, skills and 
behaviours of the approved apprenticeship.. By normal working hours we mean paid hours excluding overtime. 

It is not on the job training which is training received by the apprentice for the sole purpose of enabling the 
apprentice to perform the work for which they have been employed. By this we mean training that does not 
specifically link to the knowledge, skills and behaviours set out in the apprenticeship.

You will need to log your 20% off the job training activities in your OneFile e-portfolio. Activities that can be 
included are: 

• Training such as Safeguarding, Health and Safety

• Coaching and/or mentoring in the workplace

• 1-2-1, Appraisal or Supervision meetings

• Team meetings that include a new work procedure or improvements to an existing process

• Shadowing another member of staff to get a better understanding of how another department works

• Attending conferences/ reading work related publications/ blogs or information on internal websites or 

intranets

• External training days and this does include any workshops that you attend with Dynamic

• Time spent on your Weekly Reflection and Onefile Journal

• Research and eLearning

When you are unsure if an activity can be counted as off the job training, think ......

20% off the job training

Is the activity directly 
relevant to your 
apprenticeship 
standard?

Is it teaching new 
knowledge, skills or 
behaviours?

Is the activity taking 
place within your 
normal working hours 
(paid hours excluding 
overtime?)
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Successful students:
• Execute purposeful decisions to reach their desired goals and life outcomes
• Develop self, are disciplined and committed to achieving their goals        
• Actively use planning tools and resources to stay on track with goals 

Struggling students:
• Live disorganised lives and don’t set goals
• Don’t have an action plan and often move from project to project without completion              
• Act impatiently and often quit when their actions do not result in immediate success

Set clear goals

Work 
smarter 

not harder

Break your 
goals down 
into steps

Regularly 
review your 

progress

Don’t 
procrastinate

Prioritise, 
urgent & 

important 
tasks

Organise 
your work 
schedule

List the 
tasks you need 

to complete

Persevere 
when things 
don’t work 

out    

A successful student v a struggling student

The skills required for effective time management?



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 Tutor/
Assessor/Skills Coach with original certificate(s). This may help you progress to a higher level in some parts of 
your course such as English for example.

We ask you complete a skills scan relevant to your area of work/apprenticeship. From this skills scan you will 
be able to identify areas for your development and you and your tutor/assessor and line manager will meet on 
the first visit ( within 3-4 weeks from today) to plan how you develop in your workplace. This is called your 20% 
plan and will be reviewed every 10-12 weeks with all 3 parties. You will be expected to provide evidence of all 
planned development activity.

Prior learning and achievement

Functional Skills

How long is my training?

The duration of your training will depend on the programme you’ve enrolled on. The minimum duration for 
an apprenticeship is 1 year, however it does depend on the type of apprenticeship, the level and the number 
of working hours you are contracted for. Before you start a course with us you will know exactly what the 
commitment is going to be. There will be 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.

You will complete your Functional Skills training via our online learning platform – Skills Forward.
Your assessor will confirm to you the level and functional skills qualifications you will need to undertake.



Level 2 apprentices (unless exempt) will need to pass Level 1 Functional Skills and attempt Level 2 Functional 
Skills. 
Level 3 apprentices (unless exempt) will need to pass Level 2 Functional Skills
Learners with an Education and Health Care plan may achieve entry Level 3

When you have completed your Functional Skills training and you are ready for your exams, you will be booked 
to take your exams with Pearson Edexcel either online or by paper (depending on your preference)

Submission dates will either be pre-set on your programme or you will set 
them with your Tutor/Assessor.Skills Coach. It is vital that you manage your 
time effectively in order to progress and achieve your programme within the 
set timeframe. In order to manage assessment, we request that on any 
submission day, you upload your work/evidence by midday (12 o’clock).

Extension requests - our extention request policy requires you to request an extension via your Tutor/Assessor/
Skills Coach five working days before the submission date. Extensions will only be given in emergency situations 
such as bereavement, ill health.

Cause for concern - we will report on your progress to your employer every month and work with your 
employer to take action should you fall behind:

We will send you and your line manager a cause for concern email, requesting you submit your work within a 
weeks timeframe. Should you miss this deadline we will send you and your line manager a lacking in progress 
email requesting an immediate meeting. We will then agree an action plan for you to meet. Failure to meet this 
final action plan may lead to withdrawal from programme. 

Resubmission - on occasion you maybe asked to resubmit your work. Read the feedback provided carefully. You 
will only be required to address the assessment criteria you have not fully covered, you are not required to start 
again. All resubmissions will be given 10 days to resubmit. Please follow the submission guidelines by submitting 
by midday on the date requested.

Feedback - one of our commitments to you is to provide constructive / developmental feedback in five working 
days of the set submission date. Please note this does not apply to late submissions or resubmissions. On 
occasions due to annual leave or exams, your feedback may fall outside this scope, however your tutor/assessor 
will inform you of this.

We want to know what you think of Dynamic and what we do well and maybe not so well. To gather feedback, 
we have a Learner Forum on Facebook. This is a closed group with a learner “spokesperson” to let us know how 
we are doing.

Key information to adhere to



Study tools

Account for Similar to explain

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

Appraise Consider the positive and negative points and give a reasoned judgement

Assess Give careful consideration to all the factors orevents that apply and identify which ware 
the most important or relevant

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

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

Contrast Show how two or more things are different

Critically analyse As per ‘analyse’ 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 
essage an objective, reasoned argument (an overall case)

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

Critically evaluate 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

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

Describe 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

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

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 clear idea of what thesse words and phrased mean.



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

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

Draw conclusions Use the evidence you have provided to reach a reasoned judgement

Evaluate 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 
tow hcih something is effective/useful/true etc. Evaluation is thus sometimes more 
subjective and contestable than some kinds of pure ‘assessment’

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

Explain 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 he ‘how’ or ‘why’ OR provide details and give reasons and/or evidence to 
clearly support the argument you are making

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

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

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

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

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

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

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

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

State Express briefly or clearly

Summarise Write down or articulate briefly the main points or essential features



Study tools

The Gibbs Reflective Cycle is a tool that emphasises the role of emotions and acknowledges their importance in 
the reflection process.

Step 1: Describe the situation in detail without drawing conclusions. Common questions to ask are: 
• what happened?
• when did it happen?
• where did it happen?
• who were involved?
• what did you do yourself?
• what did other people do?
• what was the result of these actions?



Step 2 What feelings were experienced by the situation
Helpful questions to ask are 
• What did you feel leading up to the event?
• What did you feel during the event?
• What did you feel after the event?
• How do you look back on the situation?
• What do you think other people felt during event?
• How do you think others feel about the event now?

Step 3 Evaluate the situation 
Useful questions that will help are
• What went well during the event or activity?
• Why was that?
• What didn’t go so well?
• Why was that?
• What was your contribution?
• What contribution did other people make?

Step 4 What have you learned from this situation / experience
Due to this situation/experience, you now know what to do in the future. Note down both positive and negative 
things and analyse these individually.  We learn by making mistakes.  This step is often undertaken alongside 
step 3

Step 5 Drawing a conclusion
This step is where you take a step back, look at yourself and what else you could have done in this situation.  
Using the information gathered in the previous steps is really useful.
Useful questions to ask yourself are 
• To what positive experience did the situation lead?
• To what negative experience did the situation lead?
• What will you do differently if the situation were to happen again in the future?
• Which skills do you need to develop yourself in a similar situation

Step 6 Creating an action plan
On the final step, you will create actions to address similar situations in the future and what will be the most 
effective approach to take. 



British Values

What are British values?  There are five British values and as part of your learning experience with Dynamic 
Training, we promote and embed fundamental British values. These values reflect life in modern Britian and 
we all have a responsibility to embrace and uphold them. At Dynamic we foster a culture that creates an 
environment of respect, openess and inclusion. 
• Democracy -is a system of government where citizens are allowed to participate in the proposal and 

creation of laws
• Individual liberty - the right to believe, act and express oneself freely. It is the protection of your rights and 

the rights of others
• Mutual respect - is understanding that we all don’t share the same beliefs and values. Respecting the 

values, ideas and beliefs of others whilst not imposing our own on others
• Tolerance - of those with different faiths and beliefs, and for those without faith
• Rule of Law - all people and institutions are subject to and accountable to law that is fairly applied and 

enforced



Support Services

Compliments and Complaints 

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.

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 tutor/assessor/skills coach or a member of the management team. We will do 
our best to settle your complaint promptly. Following this, should you wish to escalate the complaint, please 
email our Director of Quality & Operations caron.keys@dynamictraining.org.uk who will record and investigate 
your complaint and respond to you within 5 working days. 

Positive feedback is always great to receive. If you would like to highlight the fantastic support of a tutor/
assessor/skills coach or let us know what a positive learning experience you have had with Dynamic Training, 
please email our Director of Quality & Operations caron.keys@dynamictraining.org.uk

Important information, policies and procedures are available in our Handbook, which is available on our 
webisite and within your e-portfolio, OneFile.  The handook incorporates information, policies and procedures, 
covering:

Procedures:

• Learner code of conduct - our expectations of our learners
• Equality of opportunity - our commitment
• Appeals procedure - the three stages
• Gross misconduct - what constitutes gross misconduct 
• Plagiarism - why it is a serious offence in academic and profssional contexts
• Health & Safety- your safety is important to us
• E-safety - our advice and internet useage rules
• Safeguarding -what is it
• Prevent  - what it is and how to report a concern

Policies
• Access to Assessment
• Additional Learning Support
• Health & Safety
• Equality and diversity
• Safeguarding

• Lacking in progress
• Privacy 
• Subject Access Request
• Complaints

Important Information, Policies & Procedures Handbook



www.dynamictraining.org.uk                              020 8607 7850                              hello@dynamictraining.org.uk

Your mental health matters

https://www.nhs.uk/oneyou/

Every Mind Matters helps you manage and 
maintain your mental health, as good mental 
health makes such a difference.
The website provides information on 
• Anxiety
• Sleep
• Low mood
• Stress
• Possible causes
• Helping others
• Urgent support

Personal Safety

The Suzy Lamplugh Trust provides information on keeping yourself safe in a wide range of situations from 
dealing wih agression, internet use to running safely and advice on lone working. They also run the national 
stalking helpline

https://www.suzylamplugh.org/

Good mental health helps us to relax more, 
achieve more and enjoy our lives more. If 
you are worried about your mental health, 
information and support is readily available.

https://www.mind.org.uk/

Mind provides advice and support to empower anyone with a mental health problem.

Doctor

Contact your doctor’s surgery and request an emergency appointment.
If your doctor’s surgery is not open, contact the NHS Out of Hours Medical Service on 111. It is available 24 
hours a day, 365 days a year. Calls are free from landlines and mobile phones

If you have a life threatening emergency, call 999


