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Welcome 
 
 
Welcome to the induction and we hope you enjoy your time with LEAD Training. 
 
The aim of this qualification is to contribute to your skills, knowledge and overall 
performance in trying to gain employment.  It recognises your ability to apply 
knowledge, understanding, practical and thinking skills to achieve effective 
performance to the standards required for employment.  This involves solving 
problems and being sufficiently flexible to meet changing demands. 
 
As an approved centre the Team are authorised to deliver assessment and 
verification for your award.  We share the organisational responsibility with the 
Awarding Organisation for quality assurance. 
 
We aim to make this experience both useful to you and your employer.  Each 
assessment visit will be carried out at pre-determined dates and times. 
 
 
 
 
 
Support 
 
A range of services are available to support the needs of every learner. 
 
In the first instance you should contact your Assessor. 
 
Assessor name  ………………………………………… 
 
Assessor email …………………………………………. 
 
Assessor mobile number     ………………………………  

 

Centre Administrator 

 

Name   Tatania Demetriou 

Email   Tat.lead@gmail.com 

Contact Number 07757774421 
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Course Information 
 
‘Moving Up’ is a programme designed to equip you with the skills and knowledge to 
help gain employment. 
 
The two-week programme consists of: 
 
Level 1 Personal Development in Employability Skills (PDE) 
(https://www.highfieldqualifications.com/qualifications/apprenticeships/pde/L1CPDERQF)	

• Digital skills and using technology 
 
Further progression with LEAD 
 

• Level 2 Customer Service 
(https://www.highfieldqualifications.com/qualifications/compliance/customerservice/L2CCSR)	

 

Progression 
	

Your Assessor will be able to inform you of the progression routes available to you. 
This could include: 
 

• Employment Opportunities 
• Further training with LEAD 
• Full time learning 
• Apprenticeships 
• Volunteering 

 

Assessment 
	
You will undertake assessment opportunities to gather evidence towards your 
competency based qualification in the form of a portfolio. These could include, 
observations, statements, evidence and completion of your course workbook.    
  
 

Progress Reviews 
	
A review will take place at the beginning of your course, this is known as an Initial 
assessment and Individual learning Plan. We will assess your needs and discuss 
you goals and aspirations in line with your career and future aspirations. This will 
allow for us to prepare any targets or goals necessary for the subsequent review. It 
is important where possible that these reviews include the feedback and input from 
you and your workplace mentor.  
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The review will also ensure that you are safe and well in all aspects of your learning. 
The following safeguarding concerns will be promoted during your progress reviews 
(learning): 

• Safeguarding 
• Equality and Diversity 
• Prevent  
• British Values  

This section will also cover health and safety at work.  It will also give you details of 
who you need to contact if you have any safeguarding concerns.  
 
 
Academic Misconduct 
 
Any work that you present for assessment or examination throughout the course of 
the programme must be your own and comply with the relevant policy on Academic 
Misconduct: 
   
 
Any instances of suspected plagiarism or cheating will be investigated, as 
appropriate, by LEAD and/or the relevant Awarding Organisation. 
 
Examples of plagiarism include: 
• Copying the work of others 
• Quoting or summarising the published or unpublished work of others in written 

submissions without appropriate acknowledgement of the source 
• Downloading extracts from the internet and submitting as your own work 
 
You will be briefed on each assessment task and asked to complete a covering 
sheet for work you produce declaring its authenticity. 
 
Please ask for clarification or if you are unsure, at any time, regarding the completion 
and submission of work towards your qualification.  
 

Appeals Against Assessment 
 
Ongoing Assessments enable you to actively participate in the Assessment Process. 
It is accepted that there may be occasions when you and assessor’s perceptions, as 
to whether evidence meets National Standards, are going to be different. In such 
circumstances, you have the right to appeal in line with the Appeals Procedure 
against an Assessment Policy: 
 
 
An Appeals Panel has been established to deal with issues arising from assessment 
appeals. 
 
What you need to do to begin the appeals procedure: 
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• Stage 1 - Within 10 working days of an assessment being returned you should 
discuss your concerns with your Trainer/Assessor, who will revisit your 
assessment taking advice from the Internal Quality Assurer (IQA). 

• Stage 2 - If you still cannot agree on the assessment result then your 
assessor will give you a copy of the Appeals Procedure Against An 
Assessment Policy and assist you in completing form AP2. 

 
Further stages in the process are detailed in the policy and you will be kept informed 
of progress and time scale of events throughout the appeal. 
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Who’s who in Quality Assurance 
	

 Who are they? What is their role? 
 

Learners Individuals seeking 
credit for their 
achievements and 
competence 
 

• To show they can perform to national 
standards in order to be awarded 
qualification, by demonstration of the 
specified knowledge, understanding 
and skills  

• To take responsibility for the quality 
of the evidence provided to 
assessors  

• To take responsibility for the 
production of evidence in a timely 
fashion  

Assessors Appointed by an 
approved centre to 
assess candidate’s 
evidence. Qualified to 
A1 or Assessor 
standard 
 

• To judge evidence against the 
national standards  

• To decide whether the candidate has 
demonstrated competence  

• To ensure that their assessment 
practice meets Awarding Body 
guidance in line with A1 or Assessor 
standards  

Internal Quality 
Assurers 

Appointed by an 
approved centre to 
ensure consistency 
and quality of 
assessment 
decisions. Qualified 
to V1 or IQA standard  
 

• To work with Assessors to ensure the 
quality and consistency of 
assessments  

• To standardise assessment decisions 
to ensure consistency of assessment  

• To ensure their own verification 
practices is consistent with V1 or IQA 
requirements  

• To make sure assessment and 
quality assurance records are 
completed in accordance with 
Assessor IQA requirements  

• To ensure that requests for 
certificates are based on sound 
assessment decisions  
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Equal Opportunities 
	

LEAD Training have an absolute commitment to promote equality and fairness in all 
operations. We celebrate diversity and our Policies prevent unlawful discrimination.  
 
Within the qualification assessment procedure there will be no bars to assessment 
on the grounds of sex, marital status, age, religion, colour, race, nationality, ethnic 
origin or disability.  
To ensure this occurs then there must be a variety of assessment methods available 
to the candidates.  
 
All candidates with special assessment needs are identified (providing this is not 
discriminatory) and resources supplied to facilitate the assessment.  
 
Assessments will determine if you require literacy, numeracy and verbal skills 
beyond those needed to prove occupational competence - literacy, numeracy and 
verbal skills; support is available to all candidates. 
 
All assessment decisions will be free from discrimination except for those of 
competence. 
 
Equality and Diversity 
	

LEAD Training has a very strong Equality and Diversity policy. We have a zero-
tolerance stance against bullying and harassment in respect of learning difficulty, 
sexual orientation, racism, sexism, disability, gender and cyber bullying are not 
tolerated and are classed as gross misconduct. 
If you have any concerns you should speak to your tutor or centre manager, you can 
also inform your assessor who will be able to support you. 
 
 

British Values 
	

At LEAD, we believe British Values are greatly important to us as a community-
training provider. British values identify how we should conduct ourselves in being a 
citizen in Great Britain today, with a diverse population that contributes to our 
society; this is increasingly prevalent today and in the future.  
 
The five definitions of British values are as follows:  
•  Democracy  
•  The rule of Law  
•  Individual liberty  
•  Mutual Respect  
•  Tolerance of different faiths and beliefs  
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Prevent and Radicalisation 
	

Our staff receives Prevent training with regards to raising awareness of protecting 
vulnerable individuals from the risk of radicalisation and the rationale for early 
intervention.  
 
In February 2008 the government published guidance to local partners including 
Colleges on preventing violent extremism. While the guidance was prompted 
following examples of Al Quaida behaviour, it is also aimed at reducing the risk of 
radicalisation of vulnerable people by other groups, including some animal rights 
groups and far right groups.  
 
• Young people and vulnerable groups are particular targeted by groups who 

may promote violent extremist activity.  
• College staff should be aware of the signs of radicalisation and have the 

confidence to report their concerns to their line manager.  
• Any such concerns would be recorded on CPOMS which alerts the 

Safeguarding Team.  
 
 
Safeguarding you 
	

We recognise that, as your training provider, LEAD plays a significant part in the 
prevention of harm to young people and are in an important position to contribute to 
our learners’ health, safety, enjoyment and achievement, not only at LEAD but by 
promoting safeguarding in our learners’ workplace, and influencing employers to 
provide safe, supportive environments in which apprentices learn, make positive 
contributions and achieve economic well-being.  
Safeguarding you - To help and support you to avoid bullying, harassment, 
discrimination, crime, anti-social behaviour, neglect, sexual exploitation and 
exposure to violence, we provide a designated Safeguarding officer. 
  
 
Most of the time we will be able to help you at LEAD but, if needs be, we can refer 
you to another organisation who will be able to help. This will always be fully 
discussed with you and you will always know what’s going on. 
 
 
Learner Support Needs   
	

Most of your support needs will have been noted during your application/enrolment. 
LEAD is dedicated to help with any specific study needs you may have. It is also 
important that you are supported with these during your time in the workplace to help 
you complete your work tasks and learning.  
 



8	|	P a g e 	
	

 
Mobile Phones: 
	

College Policy indicates that mobile phones should be switched off during 
assessment sessions, in the LRC and during examinations. 
 

Data Protection & GDPR Compliance: 
	

LEAD Training collects personal data pertaining to learners through standard 
College forms it is focused on protecting and using this data lawfully, transparently 
and for a specific purpose.  

If you wish to access information please contact the Director of Student Services, 
Admissions and Marketing. 
 

Discipline: 
	

You are always expected to display acceptable levels of behaviour whilst at LEAD, in 
compliance with our Code of conduct and Disciplinary Policy  
 
 

Comments, Compliments or Complaints 
 
We welcome and encourage feedback from you. 
 
Throughout your time at LEAD you will be asked to complete a feedback 
questionnaire upon completion of your course.  In addition to these you can at any 
time submit your ideas, comments, suggestions, compliments and complaints as 
these provide us with valuable information which we can use to make improvements 
to our services and put things right for you if we can.   
 
You can tell us about your experience at LEAD by telephone or email at any time on 
your course. 
 
management@lead-ahead.co.uk    ( 07757 774 421 
 

ALL POLICES ARE AVAILBLE ON LEADS WEB SITE: 

 

https://www.lead-ahead.co.uk/lead-policies	

 


