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Welcome 

We welcome you to our centre by introducing our policies and procedures which embed 

our values and principles to successful educational solutions. Founder and CEO Phd H.C. 

Hon. (Dr) Ayinde fCMgr FCMI (PhD H.C.) a Multi-Award Winning and astonishing talent 

driven from historic legacy in government administration, legal services, healthcare 

leadership, nursing, educational leadership and business management with grand 

certifications within these multidisciplinary sectors.  

 

Our CEO is well respected and has great partnership with various fields and sectors 

including healthcare facilities, educational institutions and companies across the United 

Kingdom. Her experiences includes working in state schools, academies, colleges, high 

schools and universities including SEN schools and colleges teaching various courses under 

Cache, OCR, Laser Access to HE, Pearson and others such as T-Level and Level 1-3, 4,5 

Counseling, Anatomy and Physiology, T-Level Science and Health and Social Care, 

Leadership in Health and Social Care, Early Years, Nursing, Law and Business Studies. She 

held a vision to support the community through advanced leadership training and her 

vision was to lead effective education she mastered her work with Masters of Leadership in 

Education, National Professional Qualification in Senior Leadership and National 

Professional Qualification in Executive Leadership. 

 

Alongside this, she holds significant achievements with distinction level in Access to 

Nursing Education, Teacher Educator Training, Health and Social Care Leadership 

Education, Level 5 SENDco Education, Designated Safeguarding Lead (DSL) Education, IT 

Education, Assessor Qualifications and Leadership in Internal Quality Assurance 

Qualifications Alongside Functional and Fundamental Education Training in Maths and 

English and Postgraduate Certificate in Education and Training (PGCE) with QTS/QTLS and 

Level 7 in Strategic Management and Level 7 in Coaching and Mentoring and Chartered 

Manager Status (FCMgr MCMI) she further received nominations for three honorary PhD 

Doctorates in Public Health, Business Administration and Law.  
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Alongside her prominent skills and achievements she has served as a Board Member for 

the University of East London and Course Representative for the Master of Leadership in 

Education as well as PhD Associate for the University. She also served as a Moderator and 

Assessor for various awarding bodies including Cambridge University Press and 

Assessment (OCR) leading her to understand the principles of internal and external quality 

assurance and preparation for quality assurance for both the exams and coursework.  

 

With an outstanding team leadership and ownership, we are pleased to present this 

comprehensive declaration affirming that our company’s Management Systems and 

Administration meet all the necessary criteria for gaining approval to offer our 

qualifications. Our organisation is committed to maintaining the highest standards of 

quality, compliance, and professionalism in delivering a wide range of accredited 

qualifications across various sectors. We understand the importance of adhering to the 

specific requirements outlined by regulatory bodies, and we have established robust 

policies, procedures, and systems to demonstrate our compliance and capability. 

 

Our management team has developed and supports clear aims, policies, and procedures 

that underpin the delivery and assessment of all our qualifications. These are not only 

documented but are actively communicated and understood by all relevant staff, including 

delivery teams and assessors. Senior management’s commitment is evident in their 

ongoing support and oversight, ensuring that our operational practices align with our 

strategic objectives and regulatory expectations. 

 

We recognise that effective work placements are vital for many of our qualifications, 

particularly those with practical or work-based components. Therefore, we have 

established partnerships with a broad network of employers and organisations to ensure 

sufficient high-quality work placements are available for our students. Supporting policies 

and procedures are in place to oversee the management of these placements, ensuring they 

are beneficial, safe, and aligned with the requirements of each qualification. 
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Our recruitment and induction processes are comprehensive and rigorously applied across 

all staff involved in delivering and assessing our qualifications. We ensure that all staff 

members are recruited according to clear criteria and that their induction provides a 

thorough understanding of their roles, responsibilities, and the expectations placed upon 

them. This process facilitates a consistent approach to delivery and assessment, promoting 

high standards and accountability. 

 

To support continuous professional development (CPD), we have implemented procedures 

that enable staff to receive accurate advice and support tailored to their training and 

development needs. These procedures include regular performance reviews, targeted 

training opportunities, and access to resources that foster ongoing learning. This 

commitment to CPD ensures our staff remain current with industry developments, 

assessment practices, and regulatory changes, thereby enhancing the quality of our 

provision. 

 

Effective communication is fundamental to our organisational culture. We have established 

formal channels and procedures for communication between staff, including regular team 

meetings, standardisation activities, and information-sharing platforms. Allocating 

appropriate time for these activities ensures that all staff involved in the delivery and 

assessment of qualifications are well-informed, coordinated, and able to contribute to 

continuous improvement efforts. 

 

The responsibilities, authorities, and accountabilities of all staff are explicitly defined, 

documented, and communicated. This clarity ensures that everyone understands their 

specific roles and how they contribute to the achievement of our organisational aims. It 

also promotes accountability and ensures that tasks are carried out efficiently and 

effectively. 

 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

Marketing and advertising of our qualifications are conducted with transparency and 

accuracy, adhering strictly to regulatory guidelines. We ensure that all promotional 

materials are clear, honest, and not misleading, providing prospective students with the 

information they need to make informed decisions about their education and career 

pathways. 

 

Our student recruitment and registration processes are designed to be fair, transparent, 

and compliant with relevant standards. We provide comprehensive information, advice, 

and guidance during the enrolment and induction stages, ensuring students are well-

informed about the content, demands, and expectations of their chosen qualifications. This 

approach supports learner engagement and success from the outset. 

 

We have established procedures for the transfer of credits, recording exemptions, and 

recognising prior learning, facilitating flexible pathways and acknowledging the 

achievements of our students. These processes are managed carefully to ensure accuracy 

and fairness, supporting students’ individual development plans. 

 

Our organisation is committed to regularly reviewing students’ development needs against 

the requirements of their qualifications. This is achieved through personalised assessment 

plans that are reviewed and updated at agreed intervals, ensuring that support is tailored 

to individual needs and that progress is monitored effectively. 

 

A structured program of delivery is in place for all active qualifications, detailing the 

schedule, content, and resources required for successful delivery. Student records, 

including achievement data, are maintained accurately, kept securely, and are accessible 

only to authorised personnel, ensuring confidentiality and data protection. 
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We have robust procedures for the secure storage of assessment records, examination 

materials, and other sensitive information. These procedures comply with relevant data 

protection legislation and safeguarding protocols, ensuring the integrity and security of all 

assessment-related documentation. 

 

Our external and controlled assessment processes align with the requirements of global 

national educational standards, ensuring that assessments are conducted fairly, securely, 

and to the appropriate standards. We also have clear procedures for the withdrawal of 

qualifications and students, ensuring that these processes are handled professionally and 

in accordance with regulatory guidance. 

 

Certification processes are well-established, ensuring that students receive their 

certificates promptly upon successful completion of their qualifications. Feedback 

mechanisms are embedded within our quality assurance framework, enabling us to 

evaluate the effectiveness of our programs continuously and make improvements based on 

stakeholder input. 

 

We maintain open lines of communication with regulatory bodies, promptly notifying them 

of any significant changes that could impact our delivery or assessment capabilities. Our 

processes for developing and maintaining content for customised qualifications are 

thorough, ensuring that all materials are fit for purpose and meet industry and regulatory 

standards. 

 

For qualifications requiring registration with professional bodies, we have established 

comprehensive Fitness to Practice policies and procedures. These ensure that students are 

suitable for progression into professional practice, including checks on good character, 

health, vaccinations, and other relevant criteria. For work-based placements, we have 

designated supervising registrants responsible for overseeing student progress and 

compliance with placement requirements. 
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Our work-based placement procedures include formal agreements between students, our 

organisation, and the placement providers. These agreements clarify roles, responsibilities, 

and expectations, fostering a safe, productive environment for learning and professional 

development. 

 

In summary, our company’s Management Systems and Administration are designed to 

meet and exceed the approval criteria outlined. We are dedicated to maintaining a high 

standard of quality, compliance, and continuous improvement, ensuring that our 

qualifications are delivered effectively, safely, and in accordance with all regulatory 

requirements. This commitment underpins our confidence that we meet all the necessary 

criteria to gain approval and deliver valuable, recognised qualifications to our learners. 

 

We offer advanced leadership and teaching opportunities from anywhere in the world and 

flexible learning opportunities from blended learning to online mode or face to face full 

time or part time with flexible payment options and support from student finance.  

 

Senior Leadership Structure: 

       

                  CEO/Executive Principal, Head of School 

(Curriculum Manager, Exams Officer, Finance Officer, Teacher) 

                          -- 

                                                       | 

 Chairperson of Governance, Internal Quality Assurer/Verifier 
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Introduction  

 

Enrolment Form 

 

Enrolment Process  

1. Students may request a free initial consultation via our website, email or phone to 

discuss their options  

2. Students will complete their enrolment online via our website 

www.(CWCHPLEDU).co.uk/enrolwithus 

3. Senior Leadership Team will interview the student review their cv and 

qualifications and ensure it aligns with our courses to ensure a fair and robust 

academic experience.  

4. Student will receive an offer or no offer or transfer of course or transfer of credits if 

competent for another course or deferred entry this after is made  within 1 week.  

5. Students with an offer will be given and they must complete the Fitness to Practice 

Form, Read and Accept the Terms and Conditions and Read the Privacy Policy and 

Offer Letter.   

 

Offer Letter 

Attached in welcome email with RPL form where appropriate this is then reviewed and SLT 

will inform of the progress within 2 weeks.  
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Fitness to Practice Form 

Attached in welcome email  

Fitness to Practice Declaration Form 

Staff / Student Fitness to Practice Declaration 

Please complete and tick the appropriate box: 

Name: _______________________________ 

Role / Program: _______________________________ 

Department / Course: _______________________________ 

Date: _______________________________ 

Please List all of your immunisations and vaccinations and provide a copy of the evidence: 

 

Declaration: 

☐ I confirm that I am fit to practice and have no health or other issues that impair my  

ability to perform my duties safely and effectively. 

☐ I am aware of health or other issues that may impact my practice and have  

disclosed these to the appropriate authority. 

If you have checked the second box, please provide  

brief details (optional): 

______________________________________________________________________ 

Signature: 

_______________________________ Date: _____________________________ 
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This helps us to identify whether they are fit for purpose.  

 

Our Policies  

Attached in welcome email  

 

Privacy Policy  

Attached in welcome email 

 

Terms and Conditions  

Attached in welcome email with quotation  

 

Induction Period  

Students will have an induction period at the beginning of the course  and tour of the 

establishment including policies and procedures and curriculum overview, scheme of work 

and PowerPoints will be shared via teams after each lesson to allow independent study and 

review, added as a member on Teams and Google Classroom to submit homework and 

extra revision (due within 1 week) or formatives and summative assignments via relevant 

links with assignment brief attached (generally due within 2 weeks following teaching 

periods), they will complete the form for their long term goals and they have a placement 

induction period which they will liaise with the team involved and partners and they will 

be given a coach for this supervisory period they will also be allocated a one to one 

personal tutor and closely monitored using progress tracker and placement workbook with 

Green, Amber, Red traffic lights, fitness to practice forms and vaccinations must be 

completed prior to start of the course.  
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Students must also undergo cpd training to ensure continuous improvement during 

placement periods and complete ID, DBS, NI Checks Form with KYP and First Advantage 

and to update service.  

Staff must complete recording sheets with students and students must complete 

authentication sheet following completion of assignment and in preparation for external 

quality assurance.  

Progress Tracker  

 

Assessment Name Due Date Status Score/Grade 

        

        

        

 

 

 

 

 

 

 

 

 

 

 

 

Category 

Status Light 

(Remove 

 as required) 

Attendance    /    /     

Assignments Completion    /    /     

Participation    /    /     

Behaviour    /    /     

Academic Performance    /    /     
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Meeting and Action Points 

No. Action Point Status 

Action 

Point 

Date 

Comments/Notes 

1 
Review student 

progress report 

   / 

   / 

   

YYYY-

MM-DD 

e.g., Discuss 

improvements 

2 
Set new targets 

for next period 

   / 

   / 

   

YYYY-

MM-DD 

e.g., Focus on 

attendance 

3 

Address 

behavioral 

concerns 

   / 

   / 

   

YYYY-

MM-DD 

e.g., Implement new 

strategies 

4 

Review 

assignments and 

feedback 

   / 

   / 

   

YYYY-

MM-DD 

Ensure timely 

submission 
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No. Action Point Status 

Action 

Point 

Date 

Comments/Notes 

5 
Plan for upcoming 

activities 

   / 

   / 

   

YYYY-

MM-DD 
e.g., Extracurriculars 

 

 

 

 

Goals  

Review Targets and Goals Every Term (6-8 Weeks): 

Are you meeting your goals? 

🟢 On Target / ✅ 

🟠 Some Progress Needed / ⚠️ 

🔴 Not on Track / ❌ 

Action Points  

 

 

Notice Period and Withdrawal  

Notice must be provided by email either to withhold offer, transfer offer, or withdraw. A 

withdrawal does not mean refunds will be issued; fees are paid within 2 days of the 

quotation and a 1 week cooling period is offered and after this point fees are non-

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

refundable due to the fact that staff have been allocated and placement teams have been 

instructed.  

 

 

 

 

 

 

Introduction Staff  

 

Job Application  

 

Job Applicant Process  

1. Staff may request a free initial consultation via our website, email or phone to 

discuss their roles available.  

2. Staff will complete their application online via our website 

www.(CWCHPLEDU).co.uk/workforus 

3. Senior Leadership Team will interview the staff and review their cv and 

qualifications and ensure it aligns with our courses and ensure a fair and robust 

recruitment process which is within our funding and budget reviews.   

4. Staff will receive an offer or no offer if competent within 1 week.  

5. Staff with an offer will be given forms that they must complete the Fitness to 

Practice Form, Read and Accept the Terms and Conditions and Read the Privacy 

Policy and Offer Letter.  
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Offer Letter 

Attached in welcome email  

 

 

 

 

 

Fitness to Practice Form 

Attached in welcome email  

Fitness to Practice Declaration Form 

Staff / Student Fitness to Practice Declaration 

Please complete and tick the appropriate box: 

Name: _______________________________ 

Role / Program: _______________________________ 

Department / Course: _______________________________ 

Date: _______________________________ 

Please List all of your immunisations and vaccinations and provide a copy of the evidence  

 

Declaration: 

☐ I confirm that I am fit to practice and have no health or other issues that impair my  

ability to perform my duties safely and effectively. 
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☐ I am aware of health or other issues that may impact my practice and have  

disclosed these to the appropriate authority. 

If you have checked the second box, please provide  

brief details (optional): 

______________________________________________________________________ 

Signature: 

_______________________________ Date: _____________________________ 

 

This helps us to identify whether they are fit for purpose.  

 

Our Policies  

Attached in welcome email  

 

Privacy Policy  

Attached in welcome email which informs them of how their data is stored and kept.  

 

Terms and Conditions  

Attached in welcome email with contract of employment with terms of employment  and 

timesheet templates.  

 

Induction Period  
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Staff  have an induction period at the beginning of the job  and tour of the establishment 

including policies and procedures, staff meeting days during the week copy of agenda on 

shared drive form (to be completed prior to meeting with personal notes and after meeting 

to review action points) and curriculum overview, scheme of work on shared drive, added 

to Teams and Google Classroom to create o submit homework and extra revision (due 

within 1 week) or formative or summative assignments links with assignment brief 

attached for students (generally due within 2 weeks following teaching periods) and 

PowerPoints pre-made for delivery (they must submit on Teams or Google classroom after 

each lesson), they have a placement induction period which they will liaise with the team 

involved and partners, staff will act as a coach and one to one personal tutor to monitor 

progress and supervise and closely monitor using progress tracker and placement 

workbook with Green, Amber, Red traffic lights, fitness to practice forms and vaccinations 

must be completed prior to job.  

Staff must also undergo cpd training to ensure continuous improvement and complete ID, 

DBS, NI Checks Form with KYP and First Advantage and to update service.  

Staff must complete recording sheets with students and students must complete 

authentication sheet following completion of assignment and in preparation for external 

quality assurance.   

Staff are continuously monitored to ensure compliance and quality assurance and the chair 

of governance or principal conducts learning walks and meetings to facilitate feedback and 

ongoing development.  

Progress Tracker  

 

Assessment Name Due Date Status Score/Grade 
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Meeting and Action Points  

 

No. Action Point Status 

Action 

Point 

Date 

Comments/Notes 

1 
Review student 

progress report 

   / 

   / 

   

YYYY-

MM-DD 

e.g., Discuss 

improvements 

Category 

Status Light 

(Remove 

 as required) 

Attendance    /    /     

Assignments Completion    /    /     

Participation    /    /     

Behaviour    /    /     

Academic Performance    /    /     
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No. Action Point Status 

Action 

Point 

Date 

Comments/Notes 

2 
Set new targets 

for next period 

   / 

   / 

   

YYYY-

MM-DD 

e.g., Focus on 

attendance 

3 

Address 

behavioral 

concerns 

   / 

   / 

   

YYYY-

MM-DD 

e.g., Implement new 

strategies 

4 

Review 

assignments and 

feedback 

   / 

   / 

   

YYYY-

MM-DD 

Ensure timely 

submission 

5 
Plan for upcoming 

activities 

   / 

   / 

   

YYYY-

MM-DD 
e.g., Extracurriculars 

 

 

Goals  

Review Targets and Goals Every Term (6-8 Weeks): 

Are you meeting your goals? 

🟢 On Target / ✅ 
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🟠 Some Progress Needed / ⚠️ 

🔴 Not on Track / ❌ 

Actions Points  

 

 

Notice Period and Withdrawal  

Notice must be provided by email either to withhold offer, transfer offer, or withdraw. A 

withdrawal notice period is 3 months notice is required to ensure that allocations can be 

made for finding a new suitable replacement which does not interefere with students 

progression. 

 

 

 

 

 

 

 

 

 

1. Premises Plan 

  

Overview: 

The center provides a safe, accessible, and inclusive learning environment designed to 
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meet the diverse needs of all adult learners (19+). The premises include functional 

classrooms, specialised spaces (e.g., a kitchen), relaxation areas, and adequate 

sanitation facilities. The design promotes social interaction, personal well-being, and 

reflective practice, adhering to regulatory standards and best practices. 

 

Plan Illustrated 

     Great Portland Street Site           Lounge Area                             Main Classroom                   

 

 

 

 

                          Kitchen                                                   Break out room  

                                                                                     

                                                                                               

 

 

 

 

 

 

Detailed Layout Description: 
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Main Classroom: A spacious and flexible learning area equipped with modern 

educational technology, suitable for lectures, group work, and practical demonstrations. 

 

 

Breakout Room: A dynamic space for workshops, role-playing, and group discussions, 

furnished with modular furniture for flexibility. 

 

 

Kitchen: A fully equipped kitchen for modules with practical learning components (e.g., 

health and social care), compliant with health and safety regulations to ensure a safe 

environment. 

 

 

Toilet Facilities: Accessible facilities that comply with disability standards, well-

ventilated, maintained to high hygiene levels, and equipped with appropriate assistive 

devices. 

 

 

Lounge Area: A comfortable communal hub for socialisation, relaxation, and informal 

meetings, furnished to encourage peer-to-peer learning. 

 

 

Safety and Accessibility: 

 

 

Ramped Access and Wide Doorways: Provisions to ensure physical inclusivity for 

individuals with mobility constraints, aligning with disability standards. 
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Fire Safety Measures and Evacuation Routes: Advanced fire safety measures, 

including smoke detectors, fire extinguishers, and sprinklers. Clearly marked evacuation 

routes and regular fire drills. 

 

 

CCTV and Controlled Entry: State-of-the-art CCTV surveillance and controlled entry 

systems to restrict unauthorised access and enhance the safety of learners and 

personnel. 

 

 

Regular Safety Audits and Maintenance: Routine safety audits and diligent 

maintenance programs to identify and address potential hazards, ensuring compliance 

with health and safety standards. 

 

 

 

 

 

2. Curriculum Policy 
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Curriculum Policy for Fundamental Skills Maths 

and English and Business Skills, Health and 

Social Care, Counselling and Teacher Education 

 

 

Our curriculum policy is founded on the core principles of inclusivity, lifelong learning, 

and the development of relevant, practical skills that prepare learners for success in 

health and social care, business management and education sectors. We believe 

education should be an empowering journey that fosters personal growth, professional 

competence, and active citizenship. The curriculum provides learners with essential 

knowledge, skills, and attitudes necessary to navigate and contribute meaningfully to 

diverse communities and dynamic workplaces. 

 

 

At the heart of our curriculum is a commitment to creating a welcoming environment that 

recognised and respects individual differences, promotes social justice, and encourages 

active participation in civic life. Through innovative teaching methods, robust content, 

and continuous review, we aim to equip learners with the tools they need to thrive 

personally and professionally, now and into the future. 

 

 

Aims and Objectives 

 

 

Our curriculum is designed with clear aims and objectives aligned to educational 

standards, industry requirements, and social responsibilities. These serve as guiding 

principles for curriculum development, delivery, and review. 
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Aims 

 

 

• Induction Period: Ensure that each student is prepared for the course and 

understands the requirements of the program including preparing a personalised 

goal plan with the student long term.  

• Promote Inclusivity and Accessibility: Ensure that all learners, regardless of 

background, ability, or circumstance, have equitable access to education that 

meets their needs and aspirations. 

• Foster Lifelong Learning: Cultivate a mindset of continuous personal and 

professional development, encouraging learners to adapt to changing industry 

landscapes and societal needs. 

• Develop Practical and Theoretical Competence: Balance academic 

knowledge with real-world skills, ensuring learners are work-ready and capable 

of applying their learning in diverse settings. 

• Encourage Ethical and Social Responsibility: Embed core values such as 

respect, integrity, and social justice, empowering learners to act ethically and 

responsibly within their communities. 

• Support Personal Development and Employability: Strengthen learners’ 

confidence, resilience, and transferable skills to enhance employability and 

career progression. 

 

 

Objectives 
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• To deliver a comprehensive curriculum that addresses the needs of learners at 

levels 2, 3 to 5, encompassing foundational, intermediate, and advanced topics. 

• To create a dynamic learning environment that incorporates innovative 

pedagogies, including blended learning, digital tools, and experiential 

opportunities. 

• To foster critical thinking, reflection, and problem-solving skills through active 

participation and real-life scenarios. 

• To ensure curriculum content is current, industry-relevant, and aligned with 

national standards, policies, and best practices. 

• To promote social participation, cultural awareness, and community engagement 

through embedded topics and practical experiences. 

• To embed British Values and promote understanding of democracy, law, liberty, 

mutual respect, and tolerance as fundamental components of personal and 

social development. 

 

 

Inclusive and Engaging Curriculum 

 

 

Our curriculum is intentionally designed to be inclusive, engaging, and adaptable, 

recognising the diverse needs of our learners. It aims to foster a welcoming 

environment where everyone feels valued, respected, and motivated to participate 

actively. 

 

 

Design Principles for Inclusivity 
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• Differentiated Content: Materials and activities are tailored to accommodate 

varying learning styles, abilities, and prior experiences. This involves providing 

multiple pathways for learners to access content, including visual, auditory, and 

kinesthetic resources. 

• Universal Design for Learning (UDL): Incorporating flexible methods of 

presentation, engagement, and expression to reduce barriers and promote equity 

in learning. 

• Accessible Resources: Ensuring that all learning materials meet accessibility 

standards, including compatibility with assistive technologies, clear language, 

and diverse media forms. 

• Cultural Sensitivity: Embedding culturally diverse perspectives within content 

and promoting respect for different traditions, beliefs, and customs. 

• Supportive Learning Environment: Creating a climate of mutual respect, 

where learners feel safe to express themselves, ask questions, and learn from 

mistakes. 

• Inclusive Pedagogies: Utilising collaborative learning, peer mentoring, and 

active learning techniques to foster community and shared understanding. 

 

 

Engagement Strategies 

 

 

To maintain high levels of motivation and participation, our curriculum integrates 

innovative and interactive teaching methods: 

 

 

• Interactive Lectures and Workshops: Combining traditional instruction with 

discussion, Q&A, and group work and independent studies.  
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• Use of Digital Technologies: Incorporating e-learning platforms, simulation 

software, and multimedia resources to enhance engagement. 

• Real-World Contexts: Connecting learning to current industry practices, societal 

issues, and community projects. 

• Reflective Practices: Encouraging learners to critically evaluate their 

experiences and develop self-awareness through journals and portfolios. 

• Guest Speakers and Industry Visits: Providing insights into real-world 

applications and fostering professional networks. 

 

 

Monitoring Inclusivity and Engagement 

 

 

Regular feedback from learners through surveys, focus groups, and informal 

conversations is used to evaluate the effectiveness of inclusive strategies. Adjustments 

are made to ensure continued relevance and accessibility. 

 

 

Support for Adaptable and Reflective Learners 

 

 

We recognise that learners are diverse in their backgrounds, abilities, and aspirations. 

Our curriculum promotes adaptability and reflection to support lifelong development. 
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Encouraging Critical Thinking and Problem-Solving 

 

 

• Scenario-Based Learning: Presenting learners with real-life dilemmas to 

analyse, evaluate, and propose solutions. 

• Project-Based Tasks: Engaging learners in research, community projects, and 

case studies that require independent inquiry and teamwork. 

• Reflective Exercises: Promoting self-assessment and critical reflection on 

personal progress, ethical considerations, and practical experiences. 

• Feedback and Coaching: Providing constructive feedback that encourages 

learners to identify strengths and areas for improvement. 

 

 

Fostering Personal and Professional Growth 

 

 

• Mentoring and Peer Support: Facilitating peer mentoring programs to develop 

leadership skills and collaborative learning. 

• Lifelong Learning Skills: Embedding modules on self-directed learning, time 

management, and resilience. 

• Career Planning: Offering guidance on career pathways, further education, and 

professional development opportunities. 

• Adaptive Learning Technologies: Utilising digital tools that adapt to individual 

learner pace and style, providing personalised pathways. 
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Supporting Diverse Learning Needs 

 

 

• Special Educational Needs and Disability (SEND): Implementing reasonable 

adjustments and tailored support plans. 

• Language Support: Providing resources for learners with English as an 

additional language. 

• Flexible Delivery: Offering part-time, evening, online, and blended learning 

options to accommodate different circumstances. 

 

 

Equality, Diversity, and Social Participation 

 

 

Our curriculum actively promotes social justice, equality, and community engagement, 

preparing learners to become responsible and empathetic citizens. 

 

 

Embedding Social Justice and Cultural Awareness 

 

 

• Diverse Content: Including topics that reflect different cultural, religious, and 

social backgrounds. 

• Community Engagement: Encouraging participation in local projects, 

volunteering, and service-learning activities. 
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• Civic Responsibility: Incorporating sessions on rights, responsibilities, and 

participation in democratic processes. 

• Anti-Discrimination Policies: Promoting zero-tolerance to discrimination, 

harassment, and inequality. 

 

 

Developing Ethical and Social Consciousness 

 

 

• Discussion of Moral and Ethical Issues: Encouraging debate on contemporary 

social issues such as aging, mental health, and social exclusion. 

• Promoting Mutual Respect: Cultivating respectful interactions among learners 

and with service users. 

• Empathy and Compassion: Embedding activities that foster understanding and 

caring attitudes. 

 

 

Partnerships with Communities 

 

 

Collaborations with local organisations, charities, and service providers help 

contextualised learning and foster social participation. 
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Curriculum Content and Delivery 

 

 

Our curriculum content is carefully structured to meet the evolving needs of the health 

and social care sector, integrating theory with practice through innovative delivery 

methods. 

 

 

Structured Modules 

 

 

• Levels 2, 3, 5, 6 to 7: Cover foundational knowledge (Level2-3), intermediate 

skills (Level 4), and advanced leadership and management (Level 5, 6, 7) 

• Core Topics: 

– Sector overview, legislative frameworks, and ethical considerations. 

– Communication, safeguarding, and person-centered care. 

– Diversity, inclusion, and cultural competence. 

– Leadership, management, and quality assurance. 

– Innovation, technology, and evidence-based practice. 

– Health promotion and social participation. 
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Integration of Theory and Practice 

 

 

• Theoretical Learning: Delivered through lectures, reading materials, and online 

resources. 

• Practical Experience: Achieved via placements, simulated environments, and 

community projects. 

• Reflective Practice: Using portfolios, journals, and peer reviews to deepen 

understanding. 

 

 

Blended Delivery Methods 

 

 

• Classroom-Based Teaching: Face-to-face lectures, seminars, and workshops. 

• E-Learning Platforms: Virtual classrooms, online assessments, and discussion 

forums. 

• Work Placements: Supervised practical experiences that reinforce learning and 

employability. 

• Community Engagement: Projects that involve direct interaction with local 

communities and service users. 

 

 

Innovative Pedagogies 
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• Flipped Classrooms: Pre-prepared resources for independent study, followed 

by interactive sessions. 

• Simulation and Role Play: Safe environments to practice skills and decision-

making. 

• Digital Portfolios: Electronic collections of work demonstrating skills, reflections, 

and achievements. 

• Interprofessional Learning: Collaborative activities with learners from related 

disciplines to promote teamwork. 

 

 

Curriculum Review and Continuous 

Improvement 

 

 

To maintain relevance and quality, our curriculum undergoes systematic review and 

adaptation. 

 

 

Annual Review Process 

 

 

• Stakeholder Engagement: Involving learners, staff, industry partners, and 

community representatives. 

• Data Analysis: Reviewing assessment results, feedback, and employment 

trends. 

• Benchmarking: Comparing with national standards, sector benchmarks, and 

best practices. 
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• Curriculum Updates: Incorporating new legislation, industry innovations, and 

pedagogical developments. 

 

 

Embedding Core Values and British Values 

 

 

Our curriculum actively reflects the core values of inclusion, democracy, individual 

liberty, and mutual respect, as outlined in government guidance on British Values. 

 

 

• Opportunities for Civic Engagement: Debates, service projects, and 

community participation. 

• Understanding Democratic Processes: Discussions on rights, responsibilities, 

and governance. 

• Promoting Tolerance: Activities that foster respect for different cultures and 

perspectives. 

 

 

Supporting Lifelong Learning 

 

 

• Transition Planning: Providing pathways to higher education, apprenticeships, 

or employment. 

• Alumni Networks: Maintaining connections to support ongoing learning and 

professional development. 
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• Research and Innovation: Encouraging staff and learners to contribute to 

sector knowledge through projects and publications. 

 

 

Careers Guidance and Employability 

 

 

A critical part of our curriculum is equipping learners with the knowledge and skills to 

make informed career choices. 

 

 

• Impartial Careers Advice: Delivered through dedicated sessions, online 

resources, and one-to-one guidance. 

• Industry Engagement: Regular interactions with employers, guest speakers, 

and work placements. 

• Skills Development: Focus on communication, teamwork, leadership, and 

digital literacy. 

• Preparation for Employment: CV writing, interview skills, and professional 

conduct training. 

• Further Education Opportunities: Guidance on progression routes to higher 

education or specialist training. 

 

 

Conclusion 
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Our curriculum policy reflects our commitment to delivering high-quality, inclusive, and 

innovative education that prepares learners for meaningful careers in health and social 

care. Through continuous review, stakeholder engagement, and a focus on core values, 

we aim to foster a learning environment that promotes personal growth, social 

responsibility, and lifelong learning. 

 

 

We believe that education is a powerful tool for social change, and our curriculum is 

designed to empower learners to make positive contributions to society while achieving 

their personal and professional aspirations. 

 

3. Curriculum Plans for Principles of Health and 

Social Care (Level 3) 

 

 

Introduction to Curriculum Planning 

 

 

Curriculum planning is a foundational aspect of educational design, providing structured 

guidance that aligns teaching and learning activities with desired outcomes. It ensures 

that learners progress systematically through content, acquiring knowledge, skills, and 

attitudes essential for their professional development. An effective curriculum plan acts 

as a roadmap, enabling educators to deliver content coherently, evaluate progress 

meaningfully, and adapt to learners' needs. 
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Significance of Curriculum Plans 

 

 

A well-designed curriculum plan serves multiple purposes: 

• Guidance for Educators: Clarifies teaching objectives, resources, and 

assessment strategies. 

• Learner Engagement: Facilitates structured learning pathways that motivate 

learners by providing clear goals. 

• Consistency: Ensures uniformity across different cohorts and sections. 

• Progression: Promotes deliberate scaffolding of knowledge and skills, building 

on prior learning. 

• Reflective Practice: Incorporates opportunities for assessment and self-

evaluation, fostering continuous improvement. 

 

 

Key Features of Effective Curriculum Plans 

• Clear Learning Outcomes: Define what learners should know, understand, and 

be able to do after each session or module. 

• Diverse Activities: Incorporate varied learning strategies, including lectures, 

discussions, practical exercises, case studies, and reflective tasks. 

• Inclusion and Diversity: Embed practices that respect and celebrate diversity, 

ensuring equitable access and participation. 

• Assessment Strategies: Use formative and summative assessments aligned 

with learning outcomes. 

• Resources and Materials: Utilize appropriate educational resources to support 

engagement and understanding. 

• Reflective and Inclusive Practices: Foster a learning environment that 

encourages reflection, critical thinking, and inclusivity. 
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3. Curriculum Plan: Principles of Health and 

Social Care (Level 3) 

 

 

Overview 

 

 

This curriculum plan provides a taster week and introductory course introducing the 

principles of health and social care. It provides a week-by-week breakdown of modules, 

sessions, activities, resources, and assessments designed to develop learners' 

understanding of the health and social care sector. It emphasises progressive learning, 

critical reflection, and inclusivity. 

 

 

Table 1: Weekly Curriculum Breakdown 

 

 

Wee

k 

Sessio

ns Topics 

Learning 

Outcomes Activities Resources 

Assessme

nt 

1 1, 2 Introduction 

to the Sector 

Understand 

sector roles 

and 

functions 

Lectures, 

Videos, 

Group 

Discussi

on 

PowerPoint, 

Industry 

Videos, 

Handouts 

Participati

on & 

Reflection 
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Wee

k 

Sessio

ns Topics 

Learning 

Outcomes Activities Resources 

Assessme

nt 

2 3, 4 Principles of 

Care 

Explain the 

core 

principles 

underpinning 

care 

Case 

Studies, 

Group 

Activities 

Care Models 

Handouts, 

Videos 

Short Quiz 

3 5, 6 Ethical 

Consideratio

ns 

Apply ethical 

principles in 

care settings 

Ethical 

Dilemma

s, 

Debates 

Ethics 

Codes, 

Scenario 

Cards 

Written 

Reflection 

4 7, 8 Communicati

on Skills 

Demonstrate 

effective 

communicati

on 

techniques 

Role 

Play, 

Peer 

Feedbac

k 

Communicati

on Guides, 

Videos 

Observatio

n & Peer 

Review 

5 9, 10 Diversity and 

Inclusion 

Recognize 

diverse 

needs and 

promote 

inclusive 

practices 

Guest 

Speaker

s, 

Cultural 

Activities 

Diversity 

Resources, 

Guest 

Lectures 

Presentati

on & 

Portfolio 

 

 

1. Learning Outcomes 

 

 

Learning Outcomes are explicit statements that describe what learners will achieve 

through their engagement in the curriculum. They guide teaching strategies and 

assessment methods, and they clarify expectations for learners. 
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Examples of Learning Outcomes: 

• Knowledge-Based: 

– "Describe the structure and functions of the health and social care sector." 

– "Identify key legislations impacting care practices." 

• Skill-Based: 

– "Demonstrate effective communication with clients and colleagues." 

– "Apply ethical principles to resolve dilemmas in care scenarios." 

• Attitudinal: 

– "Appreciate the importance of respecting diversity and promoting inclusive 

practices." 

– "Reflect on professional values and ethics within health and social care." 

 

 

Developing Effective Learning Outcomes 

• Use action verbs aligned with Bloom's taxonomy (e.g., describe, explain, 

demonstrate, evaluate). 

• Ensure outcomes are specific, measurable, achievable, relevant, and time-bound 

(SMART). 

• Cover a range of cognitive, psychomotor, and affective domains. 

 

 

2. Diverse Activities to Promote Engagement 
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Incorporating varied activities ensures that learners remain motivated, develop practical 

skills, and reflect critically on their learning. 

 

 

Types of Activities: 

• Lectures and Presentations: Provide foundational knowledge. 

• Videos and Multimedia: Enhance understanding through visual storytelling and 

real-world examples. 

• Group Discussions and Debates: Foster critical thinking and perspective-

sharing. 

• Case Studies: Enable learners to apply theoretical knowledge to real-life 

scenarios. 

• Role Plays and Simulations: Develop communication and interpersonal skills. 

• Guest Speakers: Offer insights from industry professionals and promote cultural 

competence. 

• Reflective Journals: Encourage self-awareness and continuous professional 

development. 

• Practical Exercises: Build hands-on skills required in care settings. 

 

 

Best Practices in Activity Design: 

• Ensure activities are aligned with learning outcomes. 

• Incorporate reflection components to deepen understanding. 

• Use technology where appropriate to enhance engagement. 

• Foster inclusive participation by considering diverse learning styles. 
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3. Inclusive Practice and Lifelong Development 

 

 

In health and social care, inclusivity is paramount. Curriculum design should embed 

principles of equality, diversity, and lifelong learning. 

 

 

Strategies for Inclusive Practice: 

• Differentiated Instruction: Adapt activities to cater to diverse learning needs. 

• Cultural Sensitivity: Include resources and examples representing different 

cultures, backgrounds, and abilities. 

• Accessible Resources: Use materials that are accessible to learners with 

disabilities. 

• Safe Learning Environment: Promote respect, open dialogue, and 

confidentiality. 

 

 

Promoting Lifelong Development: 

• Embed modules on continuous professional development (CPD). 

• Encourage reflective practice and self-assessment. 

• Foster critical thinking about emerging issues and innovations in health and 

social care. 

• Connect theory to practice through placements and real-world projects. 
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Schemes of Work for Principles of Health & 

Social Care (Level 3) 

 

 

Introduction to Schemes of Work 

 

 

Schemes of work serve as detailed weekly plans for educators, outlining specific 

objectives, activities, resources, and assessment criteria. They enable systematic 

delivery of curriculum content, ensure coverage of essential topics, and foster reflective 

and inclusive teaching practices. 

 

 

Key Components: 

• Week and Session Details: Clear timetable for progressive coverage. 

• Topics: Focused themes for each session. 

• Learning Outcomes: Specific skills and knowledge to be gained. 

• Activities: Practical, reflective, and interactive tasks. 

• Resources: Materials, tools, and references needed. 

• Assessment: Methods to evaluate understanding and skills. 
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1. Expanded Scheme of Work for Principles of Health 

& Social Care 

 

 

Wee

k 

Sessio

n Topics 

Learning 

Outcomes Activities Resources 

Assessme

nt 

1 1-2 Introduction 

to The 

Sector 

Know the 

structure, 

roles, and 

functions of 

health and 

social care 

sectors 

Case 

Studies, 

Group 

Discussio

ns, Sector 

Overview 

Videos 

Sector 

Reports, 

Videos, 

Handouts 

Observatio

n, 

Participatio

n 

2 3-4 Principles of 

Care 

Explain the 

core 

principles 

underpinnin

g effective 

care 

Role Play, 

Group 

Activities, 

Reflection 

Tasks 

Care 

Models, 

Practice 

Guidelines 

Formative 

Quiz, Peer 

Feedback 

3 5-6 Ethical 

Dilemmas 

Apply ethical 

principles to 

complex 

situations 

Scenario 

Analysis, 

Ethical 

Debates 

Ethics 

Codes, 

Scenario 

Cards 

Short 

Essay, 

Group 

Reflection 

4 7-8 Communicati

on 

Techniques 

Demonstrate 

effective 

verbal and 

non-verbal 

communicati

on 

Practical 

Exercises, 

Peer 

Observati

on, Video 

Analysis 

Communicati

on 

Checklists 

Observatio

n, Self-

Assessme

nt 
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Wee

k 

Sessio

n Topics 

Learning 

Outcomes Activities Resources 

Assessme

nt 

5 9-10 Cultural 

Competence 

Recognize 

and value 

cultural 

diversity in 

care settings 

Guest 

Lecturers, 

Cultural 

Case 

Studies, 

Interactive 

Workshop

s 

Cultural 

Resources, 

Guest 

Presentation

s 

Group 

Presentati

on, 

Reflective 

Journal 

 

 

2. Detailed Weekly Breakdown with Learning Activities 

 

 

Week 1: Introduction to The Sector 

 

 

Session 1: Overview of Health and Social Care Sectors 

 

 

• Objective: To provide learners with an understanding of the structure, types, and 

functions of health and social care sectors. 

• Activities: 

– Lecture: Overview of public, private, and voluntary sectors. 

– Video Presentation: Real-world care environments. 

– Discussion: Role of care providers, importance of sector collaboration. 
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• Resources: Sector reports, industry videos, handouts. 

• Assessment: Participation, initial reflective journal entry. 

 

 

Session 2: Roles and Responsibilities of Care Workers 

 

 

• Objective: To identify and understand the roles of different care professionals. 

• Activities: 

– Group Activity: Create a care team diagram. 

– Case Study: Analysing roles in a care scenario. 

• Resources: Role descriptions, case study materials. 

• Assessment: Participation, group presentation. 

 

 

Week 2: Principles of Care 

 

 

Session 3: Core Principles of Care 

 

 

• Objective: To explain the fundamental principles guiding effective care practices. 

• Activities: 

– Lecture: Principles like dignity, privacy, independence. 

– Group Discussion: Examples from practice. 

– Case Study: Applying principles to real situations. 
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• Resources: Care models, policy documents. 

• Assessment: Short quiz on principles. 

 

 

Session 4: Implementing Principles of Care 

 

 

• Objective: To demonstrate understanding through practical application. 

• Activities: 

– Role Play: Simulating respectful care interactions. 

– Peer Feedback: Reflecting on communication. 

• Resources: Scenario scripts, feedback forms. 

• Assessment: Observation, peer review. 

 

 

Week 3: Ethical Considerations 

 

 

Session 5: Understanding Ethics in Care 

 

 

• Objective: To understand ethical principles such as autonomy, beneficence, 

non-maleficence, and justice. 

• Activities: 

– Scenario Analysis: Ethical dilemmas. 

– Debates: Ethical decision-making processes. 

• Resources: Ethics codes, dilemma scenarios. 
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• Assessment: Written reflection on ethical decision-making. 

 

 

Session 6: Applying Ethics in Practice 

 

 

• Objective: To develop critical thinking around ethical issues. 

• Activities: 

– Group Work: Discuss and resolve dilemmas. 

– Reflective Journaling: Personal views on ethics. 

• Resources: Case study materials. 

• Assessment: Submission of reflection journal. 

 

 

Week 4: Communication Skills 

 

 

Session 7: Verbal and Non-Verbal Communication 

 

 

• Objective: To demonstrate effective communication with clients and colleagues. 

• Activities: 

– Practical Exercises: Active listening, body language. 

– Video Analysis: Non-verbal cues. 

• Resources: Communication guides, videos. 

• Assessment: Observation, peer feedback. 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

 

 

Session 8: Overcoming Communication Barriers 

 

 

• Objective: To identify and address barriers to effective communication. 

• Activities: 

– Role Play: Managing challenging conversations. 

– Discussion: Strategies for inclusive communication. 

• Resources: Scenario cards. 

• Assessment: Peer review and self-assessment. 

 

 

Week 5: Diversity and Inclusion 

 

 

Session 9: Recognising Diversity 

 

 

• Objective: To understand cultural, religious, and individual differences. 

• Activities: 

– Guest Lecture: Cultural competence. 

– Case Studies: Diversity in practice. 

• Resources: Cultural resource guides. 

• Assessment: Group presentation. 
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Session 10: Promoting Inclusive Practices 

 

 

• Objective: To develop strategies for inclusive and respectful care. 

• Activities: 

– Workshop: Designing inclusive care plans. 

– Reflection: Personal attitudes towards diversity. 

• Resources: Policy documents, inclusive practice guidelines. 

• Assessment: Portfolio submission, reflective journal. 

 

 

Reflection and Monitoring 

 

 

Effective curriculum design demands ongoing reflection. Educators should: 

• Regularly review learner feedback. 

• Use assessment data to adapt content. 

• Incorporate new research and industry developments. 

• Foster an inclusive learning environment that respects diverse perspectives. 

 

 

Conclusion 
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This comprehensive curriculum plan and scheme of work serve as a blueprint for 

delivering high-quality, inclusive, and engaging education in Principles of Health and 

Social Care at Level 3. By explicitly defining learning outcomes, diversifying activities, 

and embedding reflective and inclusive practices, educators can foster a rich learning 

environment that prepares learners for successful careers and lifelong professional 

development in health and social care. 

 

5. Learner Assessment Procedures 

 

 

Learner Assessment Procedures 

 

 

Introduction 

 

 

Assessment is integral to the learning process, measuring knowledge and skills, and 

supporting learner development. Our procedures promote lifelong learning through 

personalised feedback and reflective practice, aligning with national standards and 

industry expectations. We emphasise transparency, fairness, and continuous 

improvement, evaluating learners holistically using formative and summative methods, 

portfolio-based work, and work-based assessments. We additionally ensure that all 

assessments are aligned with requirements for External Quality Assurance (EQA) and 

Internal Quality Assurance (IQA), particularly focusing on portfolio preparation to meet 

stringent quality benchmarks. 
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Assessment Methods 

 

 

1. Formative Assessments 

 

 

Strategy: Ongoing activities providing immediate feedback to learners and educators. 

 

 

Methods: 

 

 

• Quizzes and Knowledge Checks: Regular online or in-class tests to quickly 

identify misconceptions. 

• Reflections and Learning Journals: Documenting progress, challenges, and 

insights to foster self-awareness. 

• Observations: Tutors observe learners during role plays or real-world tasks. 

• Peer Assessments: Learners evaluate each other's work, encouraging critical 

thinking. 

• Discussion and Questioning: Active classroom engagement to gauge 

understanding. 

 

 

Purpose and Benefits: 
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• Provides immediate, constructive feedback. 

• Promotes self-regulation and motivation. 

• Facilitates personalised support. 

• Encourages active participation. 

 

 

Implementation: Regularly scheduled, with prompt feedback emphasizing strengths 

and developmental points. 

 

 

2. Summative Assessments 

 

 

Strategy: Evaluation of learners' achievement at the end of a learning period. 

 

 

Methods: 

 

 

• Examinations: Formal tests assessing theoretical knowledge. 

• Assignments: Essays, reports, or research projects. 

• Practical Demonstrations: Simulated or real-life tasks assessed against 

industry standards. 

• Presentations: Oral or multimedia presentations. 

 

 

Purpose and Benefits: 
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• Provides a definitive measure of achievement. 

• Enables certification or progression decisions. 

• Ensures accountability to industry standards. 

 

 

Implementation: Clear timelines, instructions, and standardized marking schemes. 

 

 

3. Portfolio Building and Work-Based Assessments 

 

 

Strategy: Portfolios demonstrate skills and knowledge; work-based assessments 

evaluate performance in real-world settings. Preparation for EQA and IQA is a key 

component, ensuring portfolios meet required standards. 

 

 

Methods: 

 

 

• Portfolio Development: Compiling evidence such as reports, reflections, and 

project outputs. This includes a rigorous self-audit process to align with EQA and 

IQA requirements. 

• Workplace Assessments: Observation and competency checklists by 

workplace mentors. 

• Simulated Tasks: Authentic tasks in controlled environments. 
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• Reflective Practice: Critical analysis of experiences. 

 

 

Purpose and Benefits: 

 

 

• Demonstrates competence in practical settings. 

• Fosters self-awareness and professional identity. 

• Provides evidence for professional development. 

• Encourages reflective and autonomous learning. 

 

 

Implementation: Clear guidance on portfolio components, regular review sessions, and 

collaboration with employers, all aligned with EQA and IQA standards. Training 

sessions are conducted to prepare learners for the EQA and IQA processes, ensuring 

they understand the criteria and evidence required. 

 

 

Policy & Practice 

 

 

1. Transparent Criteria 

 

 

Clear and Consistent Standards: 
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• Assessments are aligned with national frameworks and industry competencies. 

• Marking schemes specify performance levels. 

• Rubrics are shared with learners. 

 

 

Assessment Plan and Schedule: Communicated at the start of each module, with 

clear deadlines and formats. 

 

 

2. Feedback Fostering Self-Awareness and Improvement 

 

 

Constructive Feedback: Timely, specific, and actionable feedback, encouraging 

reflection and personal development goals. 

 

 

Self-Assessment and Peer Review: Supporting critical evaluation and collaborative 

learning. 

 

 

Developmental Approach: Emphasising learning from mistakes and continuous 

growth. 
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3. Record-Keeping 

 

 

Maintain Comprehensive Records: Securely document assessment data, feedback, 

and learner progress using digital management systems. 

 

 

Tracking Progress: Regular reviews and progress reports shared with stakeholders. 

 

 

Confidentiality and Data Protection: Handling data in accordance with GDPR 

policies. 

 

 

4. Monitoring & Review 

 

 

Ongoing Evaluation: Assessment practices are regularly reviewed with feedback from 

stakeholders and external audits. 

 

 

Addressing Fairness and Inclusion: Policies ensure accommodations for diverse 

needs and challenge discrimination. 
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Continuous Improvement: Lesson observations and staff development inform best 

practices. 

 

 

Implementation and Quality Assurance 

 

 

• Assessment policies are embedded within institutional quality assurance 

frameworks. 

• All assessors are trained in assessment standards and inclusive practices. 

• External examiners review assessments to maintain standards. 

• Clear procedures are available for appeals and complaints. 

 

 

Preparation for EQA and IQA 

 

 

To ensure portfolios meet the necessary standards for both External Quality Assurance 

(EQA) and Internal Quality Assurance (IQA), the following steps are implemented: 

 

 

• Training Workshops: Learners participate in workshops focused on 

understanding EQA and IQA criteria, portfolio construction, and evidence 

presentation. 

• Checklists and Guidelines: Provide detailed checklists and guidelines outlining 

the required components and standards for portfolio submission. 
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• Mock Reviews: Conduct mock EQA and IQA reviews to simulate the actual 

assessment process, providing learners with feedback and areas for 

improvement. 

• Mentorship Programs: Pair learners with experienced mentors who guide them 

through the portfolio development process, ensuring alignment with quality 

standards. 

• Resource Provision: Offer access to resources, templates, and examples of 

high-quality portfolios that meet EQA and IQA requirements. 

 

 

Conclusion 

 

 

Our assessment procedures uphold fairness, clarity, and developmental support, 

aligning with inclusivity and lifelong learning. Through formative, summative, portfolio-

based, and work-based assessments, we provide a comprehensive view of learner 

achievement, facilitating personal and professional growth. Assessment is integral to 

the learning journey, guiding learners, informing teaching, and ensuring qualifications 

accurately reflect competence, readiness for the health and social care workforce, and 

alignment with EQA and IQA standards. Ongoing improvements are informed by 

feedback and regular reviews, enhancing the effectiveness of our assessment 

processes and ensuring they meet the evolving needs of our learners and the industry. 

 

 

6. Anti-Bullying Policy 

 

 

Introduction 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

 

 

Our institution is dedicated to creating a safe, supportive, and respectful environment 

where every individual feels valued, secure, and empowered to reach their full potential. 

Bullying, in all its forms, undermines these values and can have profound negative 

impacts on individuals and the community as a whole. This comprehensive Anti-Bullying 

Policy outlines our commitment to preventing and addressing bullying, fostering a 

climate of kindness, respect, and inclusion. 

 

 

Bullying can manifest in various ways, including physical, verbal, relational, cyber, and 

indirect behaviors. It may involve single incidents or repeated patterns of behavior 

aimed at intimidating, excluding, or harming another person. Recognising and 

addressing these behaviors is crucial to maintaining a healthy environment where 

everyone can thrive. 

 

 

This policy is guided by principles of zero tolerance, proactive awareness, early 

intervention, and restorative justice. It aligns with national and international legislation, 

sector guidance, and best practice standards, drawing upon resources and insights 

from organisations such as Bullying UK and Kidscape to ensure effectiveness. 

 

 

Policy Principles 
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1. Zero Tolerance 

 

 

We maintain a firm zero-tolerance stance towards bullying in any form. This 

commitment includes: 

 

 

• Clear Expectations: Ensuring all members of our community understand that 

bullying is unacceptable and will not be tolerated. 

• Consistent Enforcement: Promptly and firmly addressing any reported or 

observed incidents of bullying. 

• Accountability: Holding individuals who engage in bullying behavior 

accountable for their actions through appropriate disciplinary measures. 

• Positive Culture: Actively promoting a culture of kindness, respect, empathy, 

and inclusion. 

 

 

Zero tolerance emphasises prevention, education, and restorative approaches to 

address the root causes of bullying and promote positive behavioral change rather than 

relying solely on punitive measures. 

 

 

2. Awareness and Empathy 
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Building awareness and empathy is essential to preventing bullying. Our approach 

includes: 

 

 

• Educational Opportunities: Regular sessions, workshops, and campaigns to 

increase understanding of diversity, difference, and the impact of bullying. 

• Empathy Development: Activities designed to foster emotional intelligence, 

perspective-taking, and compassion among all members of our community. 

• Role-Playing and Simulations: Practical exercises that allow learners and staff 

to experience the effects of bullying and practice positive responses. 

• Storytelling and Testimonies: Sharing real stories and experiences to 

humanize the impact of bullying and reinforce the importance of kindness and 

understanding. 

 

 

Through ongoing awareness campaigns, tailored curriculum, and staff-led initiatives, we 

aim to embed empathy as a core value throughout our institution. 

 

 

3. Reporting and Restorative Practices 

 

 

A responsive and constructive approach to bullying involves: 
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• Accessible Reporting Channels: Providing multiple avenues for individuals to 

report incidents of bullying safely and confidentially, including anonymous options 

where appropriate. 

• Prompt Response: Ensuring immediate investigation and action upon receiving 

reports of bullying. 

• Restorative Justice: Employing restorative practices such as facilitated 

dialogues, mediation, and agreements to repair harm, rebuild trust, and promote 

accountability among all parties involved. 

• Victim Support: Providing tailored support to individuals affected by bullying, 

ensuring their safety, well-being, and ability to participate fully in the community. 

• Disciplinary Measures: Applying appropriate sanctions in line with institutional 

policies, while emphasizing education and behavior change. 

 

 

Restorative practices focus on understanding the underlying causes of bullying, 

addressing the emotional needs of all parties, and fostering reconciliation whenever 

possible. 

 

 

Prevention and Support 

 

 

1. Inclusive Curriculum 
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Our curriculum actively promotes diversity, inclusion, and social cohesion. Strategies 

include: 

 

 

• Curriculum Content: Embedding topics on identity, culture, mental health, and 

social justice across subjects. 

• Inclusive Materials: Using diverse representations in texts, images, and case 

studies to reflect the experiences and perspectives of all members of our 

community. 

• Discussion and Reflection: Facilitating open and respectful conversations 

about differences, stereotypes, and the importance of acceptance. 

• Celebration of Diversity: Organising events, awareness days, and activities that 

highlight different cultures, lifestyles, and abilities. 

• Engagement with External Resources: Incorporating materials and programs 

from organisations such as Bullying UK and Kidscape to reinforce anti-bullying 

messages and promote positive relationships. 

 

 

An inclusive curriculum fosters understanding, respect, and appreciation of individual 

differences, reducing prejudiced attitudes and behavior. 

 

 

2. Support Systems 
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Robust support systems are essential for protecting individuals directly impacted by 

bullying: 

 

 

• Designated Safeguarding Leads: Trained staff members responsible for 

managing reports of bullying, providing immediate support to affected individuals, 

and coordinating interventions. 

• Counseling and Well-being Services: Access to trained counselors and mental 

health professionals for individuals affected by bullying, providing emotional 

support and guidance. 

• Peer Support Programs: Initiatives such as peer mentoring and buddy systems 

to promote social cohesion and provide additional support for vulnerable 

individuals. 

• Safe Spaces: Designated areas where individuals can seek refuge, speak 

confidentially with a trusted adult, or decompress in a safe and supportive 

environment. 

• Confidentiality and Protection: Ensuring that disclosures of bullying are 

handled discreetly and that the rights and dignity of all involved are safeguarded. 

 

 

Supporting victims effectively not only alleviates distress but also reinforces a culture of 

care and respect within the institution. 

 

 

3. Continuous Professional Development 
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Staff training is critical to effective anti-bullying practice: 

 

 

• Regular Training Sessions: Covering topics such as identifying bullying 

behaviors, implementing intervention strategies, understanding legal 

responsibilities, and utilising restorative approaches. 

• Updates from Experts: Incorporating insights and best practices from 

organizations such as Bullying UK and Kidscape to ensure training remains 

current and relevant. 

• Whole-Community Approach: Encouraging staff, learners, parents, and 

stakeholders to share responsibility for maintaining a bully-free environment. 

• Reflective Practice: Promoting ongoing learning and self-awareness among 

staff regarding their own biases and responses to bullying situations. 

 

 

Well-trained staff are better equipped to create positive classroom climates and respond 

effectively to incidents of bullying. 

 

 

4. Review & Improvement 

 

 

Our anti-bullying strategies are subject to ongoing review and enhancement: 
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• Feedback Systems: Regularly collecting feedback from learners, staff, and 

parents through surveys, focus groups, and suggestion boxes to identify areas 

for improvement. 

• Data Monitoring: Analysing incident reports, patterns, and resolution outcomes 

to identify trends and inform targeted interventions. 

• Policy Review: Updating the anti-bullying policy annually, incorporating new 

research, legislation, and best practices, including guidance from organisations 

such as Bullying UK and Kidscape. 

• External Consultation: Engaging with external organisations and experts to 

stay informed about emerging issues and effective interventions. 

• Community Engagement: Collaborating with local authorities, charities, and 

community groups to strengthen anti-bullying efforts and promote community-

wide awareness. 

 

 

This dynamic approach ensures our policies and practices remain relevant, effective, 

and aligned with the evolving needs of our community. 

 

 

Implementation Strategies 

 

 

To translate policy into practice, we adopt a comprehensive set of strategies: 
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• Clear Communication: Ensuring all members of the community understand the 

policy, reporting procedures, and their roles in preventing and addressing 

bullying. 

• Consistent Enforcement: Applying disciplinary measures fairly and 

consistently, following a graduated approach aligned with the severity of the 

bullying behavior. 

• Empowering Bystanders: Training learners and staff to recognise bullying, 

intervene safely, and support victims. 

• Creating a Positive Climate: Promoting kindness, respect, and cooperation 

through recognition, rewards, and leadership opportunities. 

• Leveraging External Resources: Utilising materials from organizations such as 

Bullying UK and Kidscape to inform activities, campaigns, and training programs. 

 

 

Effective implementation requires leadership commitment, staff engagement, and active 

participation from learners and parents. 

 

 

Role of Stakeholders 

 

 

• Leadership: Establishing a culture of zero tolerance for bullying and providing 

resources for prevention and intervention. 

• Staff: Upholding high standards of professionalism, modeling respectful 

behavior, and responding promptly and effectively to incidents of bullying. 

• Learners: Understanding their responsibilities, reporting incidents of bullying, 

and supporting their peers. 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

• Parents and Carers: Collaborating with the institution to reinforce anti-bullying 

messages at home and support their children in developing positive 

relationships. 

• External Agencies: Partnering with organisations such as Kidscape and 

Bullying UK for training, resources, and support. 

 

 

By working collaboratively, we can sustain a safe and inclusive environment where 

bullying is actively challenged and prevented. 

 

 

Monitoring & Evaluation 

 

 

Our commitment to continuous improvement involves: 

 

 

• Data Collection: Maintaining a secure database of reported incidents, 

resolutions, and follow-up actions to track trends and patterns. 

• Key Performance Indicators: Tracking reductions in incidents of bullying, 

increased reporting rates, and positive feedback from stakeholders. 

• Regular Audits: Conducting periodic reviews of policies, procedures, and staff 

training effectiveness to identify areas for improvement. 

• External Accreditation: Seeking validation from external bodies to benchmark 

our anti-bullying initiatives and ensure they meet best practice standards. 
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• Learner Voice: Incorporating feedback mechanisms such as surveys and 

forums for learners to express concerns and suggestions regarding bullying 

prevention and intervention. 

 

 

This systematic approach ensures accountability, transparency, and ongoing progress 

in creating a safer and more inclusive environment for all. 

 

 

Conclusion 

 

 

Creating a safe, respectful, and inclusive environment is fundamental to our mission. 

Our Anti-Bullying Policy embodies our commitment to zero tolerance, awareness, 

prevention, support, and continuous improvement. Through education, collaboration, 

and restorative practices, we aim to eliminate bullying and foster a community where 

everyone feels valued, secure, and empowered. 

 

 

We recognise that maintaining an anti-bullying culture requires vigilance, dedication, 

and adaptability. By leveraging resources from organisations such as Bullying UK and 

Kidscape, and engaging all stakeholders, we will uphold high standards of safeguarding 

and promote a positive environment conducive to learning and personal development. 

 

 

Cyberbullying Addendum 
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Given the increasing prevalence of online interactions, our Anti-Bullying Policy 

specifically addresses cyberbullying: 

 

 

• Definition: Cyberbullying is defined as bullying that takes place using electronic 

technology, including but not limited to social media, text messages, emails, and 

online gaming platforms. 

• Prevention: We provide education on safe and responsible online behavior, 

including awareness of cyberbullying and its impact. 

• Reporting: Incidents of cyberbullying should be reported through the same 

channels as traditional bullying, with additional guidance on preserving evidence 

(e.g., screenshots). 

• Response: We will investigate and address cyberbullying incidents promptly, 

working with relevant parties (e.g., parents, social media providers) to ensure 

appropriate action is taken. 

 

 

Bystander Intervention 

 

 

Encouraging bystander intervention is a key component of our anti-bullying strategy: 

 

 

• Education: We educate learners and staff on how to safely and effectively 

intervene when witnessing bullying behaviour. 

• Support: We provide support and resources for bystanders who may feel afraid 

or unsure about intervening. 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

• Recognition: We recognise and reward acts of bystander intervention that 

promote a positive and supportive environment. 

 

 

Parental Involvement 

 

 

Engaging parents and carers is essential to creating a comprehensive anti-bullying 

strategy: 

 

 

• Communication: We communicate regularly with parents about our anti-bullying 

policies and initiatives. 

• Education: We provide resources and workshops for parents on how to support 

their children in preventing and addressing bullying. 

• Collaboration: We work collaboratively with parents to address incidents of 

bullying and develop strategies for promoting positive behavior at home and in 

the community. 

 

7. Safeguarding Policy 

 

 

Safeguarding Policy 
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Introduction 

Safeguarding is a fundamental aspect of our institution’s ethos, underpinning our 

commitment to creating a safe, supportive, and nurturing environment where every 

individual’s rights are respected and protected, including children and vulnerable adults. 

Our safeguarding strategy is integral to fostering an atmosphere that promotes 

reassurance, growth, and confidence, enabling learners, staff, and all stakeholders to 

thrive without fear of harm, discrimination, or exploitation. We are dedicated to adhering 

to Keeping Children Safe in Education (KCSIE) guidelines to ensure robust protection 

for children and young people. 

 

Our safeguarding policy is not a standalone document but a vital component of our 

broader commitment to the welfare and well-being of everyone involved in our 

community. It aligns with legal obligations such as the Children Act 1989 and 2004, the 

Education Act 2002, the Prevent Duty (2015), and statutory guidance from the 

Department for Education (DfE) and other relevant bodies. This policy emphasises 

proactive prevention, early intervention, and responsive action to protect individuals 

from risks and to promote a culture of openness, respect, and accountability, ensuring 

the safety and well-being of every child and adult associated with our institution. 

 

 

Key Principles 

 

 

Our safeguarding approach is rooted in core principles that guide our practice and 

embed safeguarding into every aspect of our community. 

 

 

1. Respect for Diversity 
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Celebrating Individual Differences: Recognising and valuing the diverse 

backgrounds, cultures, beliefs, and identities of our learners and staff. 

Anti-Discrimination: Promoting an inclusive environment free from prejudice, 

discrimination, and harassment, ensuring everyone is treated with dignity and respect. 

Cultural Competence: Ensuring policies, practices, and interactions are sensitive to 

individual differences and promote equality, fostering a welcoming atmosphere for all. 

 

 

2. Ongoing Training and Development 

 

 

Staff Training: Regular, up-to-date safeguarding training ensures that staff are 

knowledgeable about their responsibilities, current risks, and best practices in line with 

KCSIE guidelines. 

Adaptability: Training programs are flexible to adapt to emerging safeguarding issues, 

legal changes, and sector guidance, with specific modules on child protection and 

vulnerable adult safeguarding. 

Empowering Staff: Equipping staff with the skills and confidence to recognise, 

respond, and report safeguarding concerns effectively, ensuring they are prepared to 

act swiftly and appropriately. 

 

 

3. Open Environment and "Speak-Up" Culture 

 

 

Encouraging Openness: Creating a culture where individuals feel safe to speak up 

about concerns, knowing their voices will be heard and valued, and ensuring their 

concerns are taken seriously. 

Accessible Reporting: Ensuring that reporting mechanisms are straightforward, 
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accessible, and confidential, encouraging everyone to report concerns without fear of 

reprisal. 

Empowerment: Supporting learners and staff to take responsibility for safeguarding, 

fostering mutual trust and respect and a shared commitment to safety. 

Whistleblowing: Providing clear channels for staff and learners to report concerns 

about colleagues or safeguarding practices without fear of reprisal, ensuring 

transparency and accountability. 

 

 

4. Prevention and Early Intervention 

 

 

Proactive Measures: Embedding safeguarding education within the curriculum and 

community activities, promoting awareness and responsible behavior. 

Risk Assessment: Regular evaluation of potential safeguarding threats and 

vulnerabilities, particularly concerning children and vulnerable adults. 

Partnerships: Working collaboratively with external agencies, local authorities, and 

charities to strengthen safeguarding practices and ensure a coordinated approach. 

Safeguarding in Policies: Integrating safeguarding principles into all policies, including 

behavior management, online safety, and anti-bullying, ensuring safeguarding is central 

to all operations. 

 

 

Safeguarding Procedures 

 

 

Our safeguarding procedures are designed to be clear, straightforward, and accessible 

to all stakeholders. They focus on early detection, timely support, and appropriate 

action, ensuring the safety and well-being of children and vulnerable adults. 
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1. Reporting and Response 

 

 

Accessible Reporting Channels: Multiple channels, including designated staff, online 

forms, and confidential helplines, enable individuals to report concerns easily, with 

specific protocols for reporting child safeguarding issues. 

Immediate Response: Concerns are addressed promptly, with safeguarding officers or 

designated staff taking initial steps to assess and mitigate risks, with particular attention 

to the immediate safety of children. 

Record Keeping: All safeguarding concerns are documented securely, respecting 

confidentiality and data protection laws, ensuring detailed and accurate records are 

maintained. 

Investigation: Where necessary, formal investigations are conducted in line with 

statutory guidance, ensuring fairness and thoroughness, and prioritising the safety of 

children and vulnerable adults. 

Referral: Serious concerns are referred to external agencies such as social services, 

the police, or mental health services, following local safeguarding protocols and KCSIE 

guidelines. 

 

 

2. Support for Individuals 

 

 

Safeguarding and Welfare Support: Providing immediate emotional and practical 

support to those at risk or affected, with specific support tailored to children and 

vulnerable adults. 

External Agencies: Collaborating with external support services, mental health 

professionals, and specialist organisations to provide comprehensive assistance. 
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Ongoing Monitoring: Regular reviews and follow-ups to ensure safety and well-being, 

with a focus on addressing any ongoing safeguarding concerns. 

Reintegration: Supporting individuals to return to learning or work in a safe 

environment, with appropriate adjustments and support, ensuring their continued safety 

and well-being. 

 

 

3. Record Management and Data Security 

 

 

Confidentiality: Safeguarding records are maintained securely, with access limited to 

authorised staffs, ensuring the privacy and protection of sensitive information. 

Data Compliance: All records comply with GDPR and data protection legislation, 

ensuring legal and ethical standards are met. 

Audit Trail: Clear documentation ensures transparency and accountability, allowing for 

tracking and review of safeguarding actions. 

 

 

4. Staff Responsibilities 

 

 

Designated Safeguarding Lead (DSL): A senior staff member responsible for 

managing safeguarding concerns, liaising with external agencies, and leading staff 

training, particularly in line with KCSIE guidelines. 

All Staff: Expected to understand and follow safeguarding protocols, remain vigilant, 

and report concerns promptly, with clear guidelines on their responsibilities towards 

child protection. 

Volunteers and Visitors: Also briefed on safeguarding expectations and reporting 

procedures, ensuring everyone on the premises is aware of their role in safeguarding. 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

 

 

Specific Safeguarding Measures for Adult Learners 

 

 

While safeguarding policies often focus on children and young people, safeguarding 

adults is equally vital. Our policies are tailored to meet the specific needs of adult 

learners, recognising their rights, independence, and varied vulnerabilities. 

 

 

1. Designated Safeguarding Officer (DSO) 

 

 

Role and Responsibilities: The DSO oversees all safeguarding matters concerning 

adult learners, ensuring policies are implemented effectively, concerns are managed 

appropriately, and external referrals are made when necessary. 

Training: The DSO receives specialised safeguarding training for adult protection, 

mental health, and safeguarding legislation. 

Liaison: Acts as the primary point of contact for adult safeguarding concerns, liaising 

with external agencies and support services. 

 

 

2. Clear Reporting Mechanisms 

 

 

Accessible Channels: Providing multiple, confidential ways for adult learners to 

disclose concerns, including face-to-face, online, or via support staff. 
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User-Friendly Language: Ensuring reporting procedures are straightforward, 

respectful, and non-intimidating. 

Empowerment: Encouraging adults to participate actively in safeguarding processes, 

respecting their autonomy and choices. 

 

 

3. Confidentiality and Data Management 

 

 

Respecting Privacy: Handling safeguarding concerns with sensitivity and discretion. 

Legal Compliance: Ensuring all records and disclosures adhere to GDPR and 

safeguarding legislation. 

Consent: Respecting the rights of adults to make informed decisions, including when to 

involve external agencies. 

 

 

4. Mental Health and Well-being Support 

 

 

Accessible Resources: Providing information about available mental health services. 

Counselling: Facilitating education for access to counseling and psychological support. 

Training: Equipping staff to recognise signs of mental health issues and respond 

appropriately. 

 

 

5. Prevent Duty and Extremism 
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Prevent Awareness: Training staff and learners on the risks of radicalisation and 

extremism. 

Monitoring: Identifying and addressing early warning signs of radicalisation . 

Partnerships: Collaborating with Prevent coordinators and external organisation to 

deliver effective interventions. 

Training: Ensuring staff are trained under the PREVENT training program.  

 

 

6. Online Safety and Digital Safeguarding 

 

 

Guidelines: Establishing clear rules on safe online behavior. 

Monitoring: Using filtering and monitoring tools to prevent access to harmful content. 

Reporting: Providing straightforward channels for reporting cyberbullying, harmful 

content, or online grooming. 

 

 

Specific Measures for Keeping Children Safe (KSIE) 

 

 

Our institution is fully committed to safeguarding children and young people. To this 

end, we implement stringent measures in line with Keeping Children Safe in Education 

(KSIE) guidelines. 
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1. Enhanced Background Checks 

 

 

DBS Checks: Conducting thorough Disclosure and Barring Service (DBS) checks for all 

staff and volunteers who work with children, ensuring their suitability. 

Reference Checks: Verifying references to identify any past safeguarding concerns. 

Continuous Monitoring: Regularly reviewing staff conduct and behavior to maintain a 

safe environment. 

 

 

2. Child Protection Training 

 

 

Mandatory Training: Ensuring all staff receive mandatory child protection training, 

including recognising signs of abuse and neglect. 

Regular Updates: Providing regular updates on safeguarding legislation, policies, and 

best practices. 

Specialised Training: Offering specialised training for those with designated 

safeguarding responsibilities. 

 

 

3. Safe Environment 

 

 

Supervision: Ensuring adequate supervision of children at all times, both in and out of 

the classroom. 

Secure Premises: Maintaining secure premises to prevent unauthorised access. 
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Online Safety: Implementing robust online safety measures, including filtering and 

monitoring, to protect children from online risks. 

 

 

4. Reporting Procedures 

 

 

Easy-to-Use Systems: Establishing clear and easy-to-use reporting systems for staff 

and children to report concerns. 

Prompt Action: Ensuring prompt action is taken on all reported concerns, with clear 

protocols for escalating serious issues. 

Confidentiality: Maintaining confidentiality while ensuring the safety and well-being of 

the student is paramount. 

 

 

5. Working with Parents 

 

 

Open Communication: Maintaining open communication with parents about 

safeguarding policies and procedures. 

Involvement: Involving parents or multi-disciplinary team in safeguarding processes 

where appropriate, respecting their rights and responsibilities. 

Support: Providing support and guidance to parents on safeguarding issues. 
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Training and Development 

 

 

Staff Training: Regular safeguarding training updates for all staff, volunteers, and 

external partners, aligned with statutory guidance and sector best practice, including 

KCSIE guidelines. 

Learner Education: Delivering age-appropriate safeguarding education embedded in 

the curriculum, promoting awareness, resilience, and responsible online behavior. 

Parent and Carer Engagement: Providing information sessions and resources to 

support safeguarding at home, ensuring a collaborative approach to child protection. 

 

 

Review and Continuous Improvement 

 

 

Annual Review: Our safeguarding policy is reviewed annually by senior management, 

incorporating feedback from staff, learners, and external agencies, including reviews 

against KCSIE guidelines. 

Feedback Mechanisms: Regular surveys and consultation forums enable stakeholders 

to share their experiences and suggestions, ensuring continuous improvement. 

Audits and Monitoring: Internal and external audits verify compliance, effectiveness, 

and areas for development, with specific attention to child safeguarding measures. 

Learning from Incidents: Analysing safeguarding incidents to identify trends, root 

causes, and opportunities for preventative measures. 

Adaptation: Updating policies, procedures, and training materials in response to legal 

changes, sector guidance, or emerging risks, ensuring our safeguarding practices 

remain current, effective, and aligned with sector standards. We actively incorporate 

insights from organisations like Bullying UK and Kidscape to enrich our safeguarding 

practices. 
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Collaboration and External Partnerships 

 

 

Partnership Working: Building strong relationships with local safeguarding boards, 

social services, health agencies, and community organisations. 

Information Sharing: Ensuring appropriate, confidential sharing of safeguarding 

information to protect individuals while respecting privacy. 

Community Engagement: Participating in local safeguarding initiatives and awareness 

campaigns, promoting a community-wide approach to safeguarding. 

 

 

Responsibilities of Stakeholders 

 

 

Leadership: Establishing a safeguarding culture, allocating resources, and ensuring 

policies are implemented effectively, with clear accountability for safeguarding practices. 

Managers and Staff: Upholding safeguarding principles, maintaining vigilance, and 

taking appropriate action, with clear guidelines on their responsibilities towards child 

protection. 

Learners: Engaging actively in safeguarding education, adhering to policies, and 

reporting concerns, fostering a culture of safety and responsibility. 

Parents and Carers: Supporting safeguarding messages and working collaboratively 

with staff, ensuring a coordinated approach to child protection. 

External Agencies: Providing specialist support, advice, and intervention where 

necessary, working together to protect children and vulnerable adults. 
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Conclusion 

 

 

Safeguarding is everyone's responsibility. Our comprehensive Safeguarding Policy 

reflects our unwavering commitment to creating a safe, inclusive environment where 

individuals feel valued, protected, and empowered. We recognise that safeguarding is 

an ongoing process requiring vigilance, continual learning, and adaptation. Through 

proactive prevention, effective response mechanisms, and collaboration, we aim to 

minimise risks and promote a culture of safety, respect, and resilience. Our commitment 

is reinforced by regular training, policy review, and engagement with external expertise, 

ensuring our safeguarding practices remain current, effective, and aligned with sector 

standards. This policy is designed to protect both adults and children, aligning with the 

principles of Keeping Children Safe in Education (KSIE) to provide a robust and 

supportive environment for everyone. Staff will be required to complete their annual 

KSIE training and PREVENT training.  

 

8. Health and Safety Policy 

 

 

Our commitment to health and safety underpins every aspect of our institution’s 

operations. We recognise that a safe environment is fundamental to effective learning, 

personal development, and the well-being of students, staff, visitors, and the wider 

community. The health and safety strategy aims to create a culture of safety-

consciousness, proactive risk management, and continuous improvement. 
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This policy is designed to ensure compliance with relevant legislation such as the 

Health and Safety at Work Act 1974, the Management of Health and Safety at Work 

Regulations 1999, and sector-specific guidance. It provides a framework for identifying 

hazards, implementing control measures, promoting awareness, and fostering an 

environment where safety is everyone’s responsibility. 

 

 

Sustained enhancement of health and safety practices is achieved through ongoing 

learning opportunities, effective communication, and active engagement of all 

stakeholders. Our approach emphasises prevention, preparedness, and 

responsiveness to emerging risks and challenges. 

 

 

Core Principles 

 

 

Our health and safety approach is founded on key principles that guide our policies, 

procedures, and daily practices. 

 

 

1. Accessibility and Reasonable Adjustments 

 

 

Inclusivity: Our health and safety measures are designed to support all individuals, 

including those with disabilities or specific health needs. 
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Reasonable Adjustments: We provide tailored accommodations to overcome 

obstacles, ensuring that safety protocols do not inadvertently exclude or disadvantage 

anyone. 

 

 

Universal Design: Facilities, signage, and processes are designed for ease of use and 

accessibility, promoting safety for every member of our community. 

 

 

2. Continuous Education and Training 

 

 

Ongoing Development: Regular training sessions ensure that staff and learners are 

aware of safety procedures, emergency protocols, and their individual responsibilities. 

 

 

Updated Knowledge: Training is refreshed periodically to reflect changes in legislation, 

best practices, and emerging risks. 

 

 

Empowerment: Education empowers all community members to recognise hazards, 

respond appropriately, and foster a safety-first culture. 
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3. Prevention and Risk Management 

 

 

Proactive Approach: We identify, assess, and mitigate risks before incidents occur. 

 

 

Risk Assessments: Regular reviews of premises, activities, and equipment to identify 

potential hazards. 

 

 

Control Measures: Implementation of safety controls aligned with the hierarchy of 

controls elimination, substitution, engineering controls, administrative controls, and 

personal protective equipment. 

 

 

Reporting and Learning: Encouraging reporting of hazards and near-misses to inform 

continuous improvement. 

 

 

4. Open Communication and Engagement 

 

 

Transparent Policies: Clear, accessible safety policies and procedures are 

communicated to all stakeholders. 
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Feedback and Suggestions: Open channels for suggestions, concerns, and feedback 

to enhance safety practices. 

 

 

Safety Committees: Active involvement of staff and learners in safety committees to 

promote shared responsibility. 

 

 

5. Emergency Preparedness and Response 

 

 

Preparedness Planning: Well-developed emergency response plans for fire, medical 

emergencies, accidents, and other incidents. 

 

 

Regular Drills: Scheduled drills to ensure readiness and familiarity with evacuation 

procedures. 

 

 

Resource Availability: Ensuring access to first aid supplies, safety equipment, and 

trained personnel. 

 

 

Implementation 
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The effective implementation of health and safety policies involves a structured 

approach encompassing risk management, training, communication, and continuous 

review. 

 

 

1. Risk Assessment and Hazard Control 

 

 

Initial and Ongoing Assessments: Conduct comprehensive risk assessments for all 

areas, activities, and equipment, with updates following significant changes or incidents. 

 

 

Hazard Identification: Systematic identification of hazards, including physical, 

chemical, biological, ergonomic, and psychosocial risks. 

 

 

Control Measures: Applying the hierarchy of controls to eliminate or reduce risks, 

including safety barriers, signage, ventilation, and safe work practices. 

 

 

Monitoring: Regular inspections and audits to verify the effectiveness of control 

measures and identify new hazards. 

 

 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

2. Safe Environment and Facilities 

 

 

Maintenance and Housekeeping: Routine checks and upkeep of premises to prevent 

accidents, including electrical safety, fire safety, and cleanliness. 

 

 

Accessibility: Ensuring premises are accessible to all, with ramps, lifts, clear signage, 

and adapted facilities. 

 

 

Equipment Safety: Regular testing, servicing, and maintenance of equipment and 

machinery to ensure safe operation. 

 

 

3. Training and Development 

 

 

Induction Programs: Comprehensive health and safety induction for new staff, 

learners, and visitors. 

 

 

Refresher Courses: Scheduled training sessions to update knowledge and skills. 
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Specialized Training: Additional training for specific activities, such as manual 

handling, hazardous substances, or emergency response. 

 

 

Documentation: Maintaining records of training completed, dates, and certification to 

demonstrate compliance. 

 

 

4. Emergency Procedures and Drills 

 

 

Emergency Plans: Clear procedures for fire, medical emergencies, evacuations, and 

security incidents. 

 

 

Evacuation Routes: Clearly marked, unobstructed escape routes and assembly points. 

 

 

Drills: Regularly scheduled evacuation drills to test readiness, with evaluations and 

improvements following each exercise. 

 

 

First Aid: Access to trained first aid personnel, well-stocked first aid stations, and clear 

signage. 
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5. Incident Reporting and Investigation 

 

 

Reporting Procedures: Simple, accessible mechanisms for reporting accidents, near-

misses, hazards, and concerns. 

 

 

Investigation: Prompt, thorough investigations to determine root causes and prevent 

recurrence. 

 

 

Corrective Actions: Implementation of remedial measures based on investigation 

findings. 

 

 

Record Keeping: Maintaining detailed logs of incidents, investigations, and actions 

taken. 

 

 

6. Monitoring, Auditing, and Continuous Improvement 

 

 

Regular Inspections: Routine safety inspections by designated personnel or external 

auditors. 
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Audits: Periodic reviews of policies, procedures, and compliance levels. 

 

 

Feedback Mechanisms: Opportunities for staff and learners to provide input on safety 

issues. 

 

 

Review and Update: Annual review of policies and procedures to incorporate legal 

changes, sector guidance, and lessons learned. 

 

 

Specific Areas of Focus 

 

 

1. Manual Handling 

 

 

Training on safe manual handling techniques. 

 

 

Use of mechanical aids and equipment. 

 

 

Risk assessments before manual handling tasks. 
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2. Fire Safety 

 

 

Fire risk assessments. 

 

 

Installation and maintenance of fire detection and suppression systems. 

 

 

Regular fire drills and staff training. 

 

 

Clear signage and evacuation procedures. 

 

 

3. First Aid 

 

 

Ensuring sufficient numbers of trained first aiders. 

 

 

Well-maintained first aid kits accessible throughout the premises. 
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Recording and responding to first aid incidents. 

 

 

4. Chemical and Hazardous Substances 

 

 

Safe storage, handling, and disposal procedures. 

 

 

Material Safety Data Sheets (MSDS) availability. 

 

 

Staff training on chemical hazards. 

 

 

5. Online and Digital Safety 

 

 

Use of secure networks and password protection. 

 

 

Policies on acceptable online behavior. 
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Reporting mechanisms for cyberbullying, hacking, or harmful online content. 

 

 

Training on safeguarding digital environments. 

 

 

6. Health and Well-being 

 

 

Promoting mental health and well-being initiatives. 

 

 

Access to counseling and support services. 

 

 

Creating a supportive environment that reduces stress and psychosocial risks. 

 

 

Policies to prevent harassment, bullying, and discrimination. 
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Training and Development 

 

 

Mandatory Training: All staff and learners must complete health and safety training 

upon induction and at regular intervals. 

 

 

Specialist Training: Additional courses for specific hazards like manual handling, 

chemical safety, or first aid. 

 

 

Online Learning: Digital modules available for flexible access and refresher courses. 

 

 

Evaluation: Regular assessments to ensure understanding and application of safety 

procedures. 

 

 

Record Keeping: Maintaining training matrices and certification records for compliance 

and audits. 

 

 

Responsibilities 
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Leadership and Management 

 

 

Ensuring the policy is implemented, monitored, and reviewed. 

 

 

Providing necessary resources and support. 

 

 

Leading by example and promoting a safety-first culture. 

 

 

Staff and Learners 

 

 

Following safety policies and procedures. 

 

 

Reporting hazards, incidents, or concerns. 

 

 

Participating actively in training and drills. 
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Supporting peers in maintaining a safe environment. 

 

 

External Contractors and Visitors 

 

 

Complying with our health and safety policies. 

 

 

Using provided facilities and equipment responsibly. 

 

 

Reporting safety concerns promptly. 

 

 

Monitoring, Review, and Continuous Improvement 

 

 

Annual Policy Review: The health and safety policy will be reviewed annually by 

senior management, considering legislative updates, sector guidance, incident data, 

and stakeholder feedback. 

 

 

Audit and Inspection: Regular internal and external audits will assess compliance and 

effectiveness. 
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Feedback: Active collection of feedback from staff, learners, and visitors. 

 

 

Incident Analysis: Reviewing incidents to identify patterns and prevent future 

occurrences. 

 

 

Learning and Development: Incorporating lessons learned into training and policies. 

 

 

Engagement with External Agencies: Consulting with health and safety professionals, 

local authorities, and sector bodies to stay current with best practices. 

 

 

Conclusion 

 

 

Maintaining a safe and healthy environment is a shared responsibility requiring 

vigilance, proactive planning, and continuous learning. Our health and safety policy 

embodies our dedication to safeguarding all members of our community through 

effective management, ongoing education, and a culture of openness and mutual 

respect. 
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We are committed to fostering an environment where safety is integrated into every 

activity, and everyone feels empowered to contribute to maintaining a secure, 

supportive, and inclusive setting conducive to learning, growth, and well-being. 

 

 

9. Behaviour Policy 

 

 

 

Our Behaviour Policy underpins our commitment to creating a safe, respectful, and 

inclusive environment where every individual can thrive academically, socially, and 

personally. We believe that fostering positive behaviour is central to effective learning 

and personal development. This policy aims to promote a mindful environment one 

where behavioral expectations are clearly articulated, consistently upheld, and rooted in 

understanding and respect. 

 

 

The policy emphasises proactive strategies to anticipate and positively influence 

behaviour, recognising that every individual’s background, needs, and circumstances 

are unique. We aim to cultivate a culture where positive reinforcement, self-awareness, 

and social capabilities are integral to personal growth and community cohesion. 

 

 

Our overarching goal is to equip learners with the skills, attitudes, and values necessary 

to become responsible, empathetic, and self-regulated individuals who contribute 

positively to society. 
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Principles 

 

 

Our behaviour approach is built upon core principles that serve as foundations for 

practice, policy development, and community engagement. 

 

 

1. Positive Encouragement 

 

 

- Restorative Approach: Emphasising understanding, empathy, and reconciliation rather 

than punitive measures. 

- Recognition of Needs: Acknowledging that behaviour often stems from underlying 

needs or circumstances, and addressing these with patience and support. 

- Celebrating Success: Reinforcing positive behaviour through praise, rewards, and 

opportunities for leadership and contribution. 

 

 

2. Respect and Inclusivity 

 

 

- Valuing Diversity: Recognising and respecting individual differences, backgrounds, 

and perspectives. 

- Equality of Opportunity: Ensuring that all learners have access to fair treatment and 

support to meet behavioural expectations. 

- Creating a Culture of Respect: Promoting an environment where kindness, 

understanding, and mutual respect are the norm. 
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3. Personal Awareness and Social Skills 

 

 

- Self-Regulation: Supporting learners to develop emotional intelligence and self-control. 

- Empathy and Social Capabilities: Encouraging active listening, conflict resolution, and 

effective communication. 

- Growth Mindset: Recognizing that behaviour can change through reflection, effort, and 

support. 

 

 

4. Consistency and Clarity 

 

 

- Clear Expectations: Establishing and communicating behavioural standards 

consistently. 

- Fair Enforcement: Applying rules and consequences fairly, transparently, and 

proportionately. 

- Shared Responsibility: Ensuring staff, learners, and the wider community understand 

and uphold behavioural standards. 

 

 

Practices 
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Our practices focus on creating a positive, supportive, and reflective environment that 

encourages personal responsibility and community cohesion. 

 

 

1. Upholding Standards of Respect and Conduct 

 

 

- Code of Conduct: A clear, accessible set of behavioural expectations shared with all 

learners, staff, and visitors. 

- Classroom and Community Rules: Consistent guidelines that promote safety, respect, 

and engagement. 

- Role Modelling: Staff exemplify respectful behaviour, demonstrating professionalism, 

kindness, and fairness. 

- Environment Design: Physical spaces arranged to promote positive interactions, 

inclusivity, and safety. 

 

 

2. Support Systems and Interventions 

 

 

- Supportive Relationships: Building trusting relationships between learners and staff to 

foster open communication. 

- Behavioral Support Plans: Tailored strategies for individuals with specific needs or 

challenges. 

- Mentoring and Peer Support: Programs that promote positive role models and peer 

influence. 

- Restorative Practices: Facilitated conversations, mediation, and community circles to 

address conflicts and repair relationships. 
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3. Opportunities for Reflection and Self-Improvement 

 

 

- Reflection Activities: Journals, group discussions, and self-assessment exercises that 

help learners understand their behaviour and its impact. 

- Feedback Mechanisms: Regular opportunities for learners to receive constructive 

feedback and set personal goals. 

- Recognition and Rewards: Celebrating positive behaviour through praise, certificates, 

privileges, or leadership roles. 

- Personal Development Sessions: Workshops on emotional regulation, resilience, and 

social skills. 

 

 

4. Managing Challenging Behaviour 

 

 

- Early Intervention: Recognising signs of behavioural difficulties early and addressing 

them with supportive strategies. 

- De-escalation Techniques: Training staff in calming and conflict-resolution skills to 

prevent escalation. 

- Clear Consequences: Consistent, fair consequences that focus on restoring behaviour 

rather than punishment. 

- Referral to Support Services: When necessary, involving mental health professionals 

or external agencies for additional support. 
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Roles and Responsibilities 

 

 

1. Leadership and Management 

 

 

- Establishing a positive behavioural culture. 

- Providing resources, training, and support for staff. 

- Monitoring behaviour data and reviewing policies regularly. 

- Leading by example and promoting inclusivity. 

 

 

2. Staff 

 

 

- Upholding high standards of behaviour. 

- Implementing agreed policies consistently and fairly. 

- Building positive relationships with learners. 

- Engaging in ongoing professional development related to behaviour management. 

- Reporting concerns and collaborating on support strategies. 

 

 

3. Learners 

 

 

- Understanding and adhering to behavioural expectations. 

- Respecting peers, staff, and the environment. 
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- Taking responsibility for their actions. 

- Engaging in reflection and self-improvement activities. 

- Supporting a positive community ethos. 

 

 

4. Parents, Carers, and Guardians 

 

 

- Supporting the behavioural expectations at home and in the community. 

- Communicating openly with staff about concerns or issues. 

- Reinforcing positive behaviour and social skills. 

 

 

Implementation and Monitoring 

 

 

1. Establishing Clear Expectations 

 

 

- Developing and sharing a Behaviour Charter or Code of Conduct that reflects the 

values of the community. 

- Visual displays and accessible materials reinforcing behavioural standards. 

- Regular reinforcement through assemblies, newsletters, and meetings. 
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2. Training and Development 

 

 

- Regular training for staff on behaviour management strategies, restorative practices, 

and cultural competence. 

- Workshops for learners on social skills, emotional regulation, and conflict resolution. 

- Involving external agencies or experts for specialist training. 

 

 

3. Incident Recording and Follow-Up 

 

 

- Using a consistent system for recording incidents, actions taken, and outcomes. 

- Conducting debrief sessions after significant incidents to reflect and learn. 

- Maintaining confidentiality and sensitivity in all records. 

 

 

4. Review and Continuous Improvement 

 

 

- Regular review of behaviour data to identify patterns or issues. 

- Gathering feedback from learners, staff, and parents to inform policy review. 

- Adjusting strategies based on evidence, feedback, and best practices. 

- Incorporating insights from organizations such as the Anti-Bullying Alliance and 

Mindful Schools. 
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Supporting Well-Being and Personal Growth 

 

 

A holistic approach to behaviour recognises the importance of well-being and mental 

health: 

 

 

- Emotional Support: Access to counseling, mindfulness activities, and well-being 

programs. 

- Skill Development: Social and emotional learning (SEL) programs to build resilience, 

empathy, and self-awareness. 

- Inclusive Environment: Promoting belonging and reducing stigma related to mental 

health or behavioural challenges. 

- Crisis Management: Clear procedures for responding to safeguarding concerns, 

mental health crises, or emergencies. 

 

 

Conclusion 

 

 

Our Behaviour Policy is a living document, reflecting our commitment to fostering a 

positive, respectful, and growth-oriented community. It emphasises proactive strategies, 

restorative practices, and continuous development to support individuals in reaching 

their full potential. 
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By working collaboratively teachers, learners, parents, and external partners; we can 

cultivate an environment where positive behaviour is the norm, conflicts are 

constructively resolved, and everyone feels valued and empowered. Our goal is to 

nurture responsible, empathetic, and self-aware individuals who contribute positively to 

society. 

 

10. Complaints Procedure 

 

 

Introduction to Complaints and Feedback 

Processes 

 

 

At the heart of our commitment to excellence lies a dedication to fostering an 

environment of transparency, responsiveness, and continuous improvement. Clear 

processes for managing complaints and feedback are essential to maintaining an open 

dialogue within our center, ensuring that concerns are addressed promptly, fairly, and 

constructively. 

 

 

Our approach emphasises that complaints are viewed not as obstacles but as 

opportunities for growth and learning. They serve as vital feedback mechanisms that 

help us refine our practices, uphold our values of inclusion, fairness, and respect, and 

enhance our overall service quality. 
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By establishing straightforward, accessible procedures, we aim to empower learners, 

staff, and stakeholders to voice their concerns confidently, knowing they will be listened 

to and acted upon. Sustained enhancements based on feedback reinforce our core 

values creating a culture where open communication, mutual respect, and continuous 

development are the norms. 

 

 

Our overarching goal is to create a safe and supportive environment where everyone 

feels their voice matters, and where complaints lead to meaningful improvements that 

benefit the entire community. 

 

 

Procedure for Managing Complaints and 

Feedback 

 

 

Our complaints process is designed to be accessible, transparent, and efficient. It aims 

to resolve issues promptly while safeguarding the rights of all parties involved, 

maintaining confidentiality, and ensuring impartiality throughout. 

 

 

1. Accessibility and Communication 
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• Multiple Channels: To facilitate open dialogue, we provide various channels for 

raising concerns, including an online logging system, paper-based forms, email, 

telephone, or in-person discussions. 

• Accessibility Support: The online system is user-friendly, with options for those 

with disabilities or language barriers. Paper forms are available upon request, 

ensuring no one is excluded. 

• Clear Guidance: All learners and staff are provided with written guidance on 

how to submit complaints, including contact details, procedures, and support 

available. 

• Promoting Awareness: Regular reminders via newsletters, induction sessions, 

and notice boards highlight the importance of feedback and how to access the 

process. 

 

 

2. Logging and Acknowledging Complaints 

 

 

• Online System: Complaints submitted via the online portal are automatically 

logged and assigned a unique reference number. 

• Paper Format: Complaints received in paper form are logged manually to 

ensure all concerns are tracked systematically. 

• Acknowledgment: Within designated timescales (typically 2 working days), the 

complainant receives acknowledgment confirming receipt of their concern, 

explaining the next steps, and informing them of their rights, including support 

options. 

• Rights and Support: Complainants are advised of their right to support during 

the process, such as access to advocacy services or independent advisors if 

needed. 
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3. Investigation and Resolution 

 

 

• Fair and Prompt Investigations: All complaints are investigated thoroughly, 

impartially, and within established timescales. The investigation process involves 

gathering evidence, interviewing relevant individuals, and reviewing 

documentation. 

 

 

Stages of Resolution: 

 

 

• Informal Resolution: Many concerns can be resolved informally through 

discussion or mediation, often involving a mediated conversation or clarification. 

• Formal Complaint: If unresolved informally, the complaint proceeds to a formal 

written stage where the complainant submits detailed concerns. 

• Panel Hearing: For complex or serious issues, a panel, possibly including an 

independent member, reviews the case, listens to all parties, and makes a 

decision. 

 

 

• Timelines: Each stage has clear timescales initial acknowledgment within 2 

days, investigation completed within 10 working days, and decisions 

communicated within a further 5 days unless exceptional circumstances arise. 

• Impartiality and Confidentiality: Throughout, the process is conducted with 

impartiality, ensuring that all parties are treated fairly, and confidentiality is 

maintained unless disclosure is necessary for resolution or legal reasons. 
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4. Record-Keeping and Data Management 

 

 

• Secure Records: All complaints, investigations, and outcomes are documented 

securely, following data protection standards. 

• Analysis: Data on complaints are regularly analysed to identify recurring issues, 

trends, and areas for organisational improvement. 

• Transparency: While maintaining confidentiality, summaries of complaint data 

are shared with senior management and governing bodies to inform strategic 

planning. 

 

 

5. Appeals Process 

 

 

• Right to Appeal: Complainants are entitled to appeal decisions they believe are 

unfair or unsubstantiated. 

• Appeal Panel: An independent panel reviews the appeal, considering new 

evidence or procedural concerns. 

• Timelines for Appeals: Appeals are submitted within 5 working days of the 

decision, and the appeal hearing is scheduled within 10 working days. 

• Final Decision: The outcome of the appeal is communicated in writing, and all 

parties are informed of their rights for further recourse if necessary. 
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6. Continuous Improvement 

 

 

• Feedback Integration: Insights gained from complaints are actively used to 

enhance policies, practices, and the overall environment. 

• Regular Review: The complaints procedure is reviewed annually, incorporating 

feedback from users and aligning with best practices and legal requirements. 

• Training and Development: Staff involved in handling complaints receive 

ongoing training to ensure adherence to fair procedures and effective resolution 

techniques. 

• Learning Culture: We foster a culture where feedback and complaints are 

welcomed as opportunities to learn and develop, reinforcing our commitment to 

inclusion, fairness, and excellence. 

 

 

Commitment to Inclusion and Fairness 

 

 

Our process prioritises fairness, accessibility, and respect for all individuals. We 

recognise that individuals may face barriers in reporting concerns, and we actively work 

to remove these obstacles through: 

 

 

• Providing accessible formats and language support. 

• Offering advocacy or support services. 

• Ensuring staff are trained to handle complaints sensitively, impartially, and 

professionally. 
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• Regularly reviewing procedures to identify and eliminate potential biases or 

barriers. 

 

 

Summary 

 

 

Our complaints and feedback processes are fundamental to our mission of continuous 

improvement and fostering an inclusive, respectful community. By providing clear, 

accessible, and fair procedures, we empower our community members to voice 

concerns, confident that they will be heard, respected, and responded to appropriately. 

 

 

We are committed to transparency, confidentiality, and prompt action, ensuring that 

complaints lead to positive change. This open dialogue helps us uphold our values, 

improve our practices, and build a community where everyone feels valued, heard, and 

supported. 
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11. Covering Letter 

 

 

To Whom It May Concern, 

 

On behalf of City of Westminster Crowns Honour Private Leadership Education 

(CWCHPLEDU), I am pleased to present this statement of our institution’s ethos, 

mission, and operational framework as an independent school dedicated to providing 

high-quality education and training for learners aged 19 and above. Our school 

specialises in delivering nationally recognised qualifications. We are committed to 

fostering academic excellence, personal development, and social opportunities to 

prepare our learners for successful careers and meaningful community engagement. 

 

 

Our Mission and Vision: is founded on the principles of inclusivity, lifelong learning, 

integrity, and excellence. Our mission is to deliver comprehensive, industry-relevant 

education that equips learners with the knowledge, skills, and attitudes necessary for 

leadership and management roles within the health and social care, business and legal 

education, and teacher training sectors. We aim to create an environment that nurtures 

individual potential, promotes social responsibility, and encourages active participation 

in the wider community. 

 

 

Our vision is to be recognised as a leading independent provider of health and social 

care, business and law administration and teacher training education training for adults 

and young people, fostering a culture of continuous improvement, innovation, and social 

inclusion. 
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Educational Offerings and Social Opportunities: 

 

 

Our curriculum is designed to meet the needs of adult learners and young adults 

seeking progression into university, work, supervisory, managerial, or specialist roles. .  

 

In addition to academic excellence, we prioritise social development and community 

engagement. Learners are encouraged to participate in social activities, industry 

placements, and community projects that enhance their practical skills, leadership 

potential, and social awareness. We believe that social opportunities complement 

academic learning and foster well-rounded professionals committed to service and 

societal wellbeing. 

 

 

Our Commitment to Quality and Compliance: 

 

 

As an independent institution, City of Westminster Crowns Honour Private 

Leadership Education (CWCHPLEDU) maintains rigorous standards of quality 

assurance, adhering to all statutory and regulatory requirements, awarding body 

standards, and safeguarding legislation. Our policies and procedures are regularly 

reviewed to ensure continued compliance and excellence. We undertake self 

assessment and a continuous quality improvement approach. 

 

 

Our dedicated staff team comprises experienced educators, industry professionals, and 

support staff committed to providing personalised learning experiences that respond to 
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individual needs. We foster a supportive, inclusive environment that respects diversity 

and promotes equal opportunities. 

 

 

Facilities and Resources: 

 

 

Our premises are equipped with modern classrooms, simulation areas, and social 

spaces designed to facilitate interactive learning and social engagement. We also 

maintain strong links with local health and social care providers, enabling learners to 

undertake placements and practical activities that enhance their employability and 

community integration. We conduct regular surveys and forums with all stake holders to 

improve on the offering and resources. 

 

 

Governance and Leadership: 

 

 

City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) 

operates as an independent institution overseen by a Governing Body responsible for 

strategic planning, policy oversite, quality assurance, and compliance. The leadership 

team is dedicated to maintaining high standards of education and safeguarding, 

ensuring the safety, welfare, and development of all learners. 

 

 

Equal Opportunities and Inclusion: 
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We are committed to creating an inclusive learning environment where all learners, 

regardless of background, ability, or circumstances, can thrive. Our policies promote 

equality, diversity, and social inclusion, fostering mutual respect and understanding 

among our community. We are against all forms of discrimination and promote the 

individual to be recognised as equals. 

 

 

Conclusion: 

 

 

City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) 

affirms its status as an independent provider dedicated to delivering quality education 

and social development opportunities for learners aged 19 and over. We believe in 

empowering individuals to achieve their aspirations, contribute positively to society, and 

lead with confidence in the health, social care, and education sectors. Learning, 

development and progress is a right, not a privilege, all learners will have the full 

assistance to obtain their aspirations and future endevours. 

 

 

We welcome further inquiries and look forward to establishing a fruitful partnership with 

stakeholders committed to enhancing the skills, careers, and social engagement of our 

learners. 

Yours faithfully, 

PhD H.C. Hon. (Dr) Ayinde fCMgr FCMI (PHD H.C.) (PGCE, QTS,QTLS, MA-LEDU, 

NPQ) 

Executive Principal, Head of School 

Designated Safeguarding Lead (DSL) 

City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) 
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SMSC (Spiritual, Moral, Social and Cultural 

development of pupils) 

 

 

5(a) [Ms Ayinde]— actively promotes the fundamental British values of democracy, the 

rule of law, individual liberty, and mutual respect and tolerance of those with different 

faiths and beliefs; 

 

 

5(b) Ms Ayinde ensures that principles are actively promoted which – i. enable pupils to 

develop their self-knowledge, self-esteem and self-confidence; ii. enable pupils to 

distinguish right from wrong and to respect the civil and criminal law of England; iii. 

encourage pupils to accept responsibility for their behaviour, show initiative and 

understand how they can contribute positively to the lives of those living and working in 

the locality in which the school is situated and to society more widely; iv. enable pupils 

to acquire a broad general knowledge of and respect for public institutions and services 

in England; v. further tolerance and harmony between different cultural traditions by 

enabling pupils to acquire an appreciation of and respect for their own and other 

cultures; vi. encourage respect for other people, paying particular regard to the 

protected characteristics set out in the Equality Act 2010; and vii. encourage respect for 

democracy and support for participation in the democratic processes, including respect 

for the basis on which the law is made and applied in England.  
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Internal Policies and Procedures - (Operational) 

 

    1. Health and Safety Policy  

 

   1.1 Introduction  

 

Health and safety are core principles that underpin the effective and responsible 

operation of any educational or training centre. They are fundamental to safeguarding 

learners, staff, visitors, contractors, and all other individuals who interact with the centre. 

A robust health and safety policy demonstrates the centre’s commitment to creating a 

safe environment that minimises risks, prevents accidents, and ensures the well-being 

of everyone involved. 

 

This policy aligns with relevant legislation, including the Health and Safety at Work Act 

1974, which establishes the legal framework for health and safety in the UK. Additional 

regulations such as the Management of Health and Safety at Work Regulations 1999, 

the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

(RIDDOR), and local authority requirements provide further guidance and impose 

specific obligations on employers and organizations to maintain safe environments. 

 

The importance of health and safety extends beyond legal compliance; it fosters a 

culture of responsibility, awareness, and proactive risk management. When health and 

safety are prioritised, learners are more likely to thrive in an environment where they 

feel secure and supported. Staff are empowered to perform their roles effectively, 

knowing that safety protocols are in place. Visitors and external contractors can operate 

confidently, knowing their safety is considered. 
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In addition, safeguarding health and safety reduces the potential for incidents that could 

result in injury, illness, or damage to property, and it helps prevent costly legal 

consequences, reputational damage, and operational disruptions. This comprehensive 

policy aims to establish clear responsibilities, procedures, and practices to promote 

continual improvement in health and safety standards. 

 

  1.2 Aim  

 

The primary aim of this policy is to prevent accidents, work-related ill health, and unsafe 

conditions through effective risk management, fostering a safety-conscious ethos, and 

ensuring compliance with all relevant legal obligations. The centre seeks to create a 

culture where health and safety are integrated into all activities, from routine classroom 

delivery to maintenance, outdoor activities, and off-site excursions. 

 

The policy emphasises proactive identification and control of hazards, continuous staff 

training, effective emergency response planning, and active engagement of all 

stakeholders. It strives to embed safety awareness into everyday practice, ensuring that 

health and safety considerations become a natural part of the centre’s operations rather 

than an afterthought. 

 

Furthermore, the centre recognises its duty to provide a working and learning 

environment that promotes well-being, reduces hazards, and encourages reporting and 

continuous improvement. The overarching goal is to ensure that everyone can learn and 

work safely, with minimal risk of harm. 

 

  1.3 Scope  
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This policy applies comprehensively to all physical and operational aspects of the 

centre. This includes indoor spaces such as classrooms, offices, laboratories, 

workshops, and communal areas, as well as outdoor spaces like sports fields, gardens, 

and playgrounds. It also covers off-site activities, including trips, visits, external 

placements, and community engagement events. 

 

The scope encompasses all personnel, including staff, learners, visitors, contractors, 

volunteers, and external service providers. It extends to all activities conducted within 

the centre or on its behalf, ensuring that safety considerations are integrated into 

curriculum planning, facilities management, maintenance, and external engagements. 

 

In particular, the policy recognizes that safety is a shared responsibility. All individuals 

have a role in maintaining a safe environment, reporting hazards, and following 

established procedures. The scope also covers the safe use and maintenance of 

equipment, handling of hazardous substances, fire safety, first aid provisions, and well-

being initiatives. 

 

By defining a wide-ranging scope, the centre commits to maintaining high safety 

standards across all contexts and to adapting procedures as necessary to emerging 

risks or changes in operations. 

 

  1.4 Policy Commitments  

 

The centre’s commitment to health and safety is demonstrated through the following key 

principles: 
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-  Regular Risk Assessments:  Conduct comprehensive risk assessments of all areas, 

activities, and processes before opening and periodically thereafter. These 

assessments identify hazards, evaluate risks, and determine appropriate control 

measures. 

 

-  Maintaining a Safe Environment:  Ensure that all facilities, furniture, equipment, and 

resources are kept in a safe and serviceable condition. This involves routine 

inspections, maintenance schedules, and prompt repairs. 

 

-  Adequate Training and Supervision:  Provide all staff with appropriate health and 

safety training, including induction, refresher courses, and specialised training where 

necessary. Learners receive instruction on safety procedures relevant to their activities. 

Supervision levels are maintained to ensure safety at all times. 

 

-  Effective Emergency Procedures:  Develop, communicate, and regularly review 

emergency response plans for incidents such as fires, medical emergencies, chemical 

spills, or security threats. Conduct regular drills to test readiness. 

 

-  Promoting Safety Culture:  Foster an environment where safety is everyone’s 

responsibility. Encourage reporting of hazards, near misses, and incidents without fear 

of reprisal. Recognise and reward good safety practices. 

 

-  Compliance with Legislation:  Stay up-to-date with legal requirements and best 

practices, ensuring policies and procedures reflect current standards. 
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-  Continuous Improvement:  Regularly review safety performance, incident reports, and 

audit findings to identify areas for improvement. Implement corrective actions and 

monitor their effectiveness. 

 

  1.5 Responsibilities  

 

A clear allocation of health and safety responsibilities ensures accountability and 

effective implementation: 

 

-  Centre Management:  Holds overall responsibility for the health and safety of all 

persons on site. Ensures that policies are developed, communicated, and resourced 

appropriately. Allocates budget for safety equipment, training, and maintenance. 

Ensures compliance with legal obligations and promotes a safety-first culture. 

 

-  Health and Safety Officer:  Appointed to coordinate health and safety activities, 

including conducting risk assessments, safety audits, and inspections. Responsible for 

maintaining safety records, facilitating training, and ensuring compliance with statutory 

reporting requirements. 

 

-  Staff:  Have a duty to follow safety procedures, participate in training, and report 

hazards or incidents promptly. They are responsible for supervising learners, ensuring 

safe use of equipment, and maintaining a safe environment within their designated 

areas. 

 

-  Learners:  Expected to follow safety instructions, use equipment responsibly, and 

report unsafe conditions or behaviors. Participate in safety drills and contribute to a 

safety-conscious community. 
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-  Visitors and Contractors:  Must adhere to safety protocols and cooperate with staff 

during their activities within the centre. 

 

  1.6 Risk Management Procedures  

 

Effective risk management is central to health and safety: 

 

-  Risk Assessments:  Conducted systematically before opening, for new activities, or 

when significant changes occur. These assessments identify potential hazards, 

evaluate the likelihood and severity of risks, and document control measures. They are 

reviewed regularly and after incidents to ensure ongoing relevance. 

 

-  Control Measures:  Based on risk assessments, measures such as safety signage, 

barriers, PPE (Personal Protective Equipment), safe storage, and procedural controls 

are implemented. These measures aim to eliminate or reduce risks to acceptable levels. 

 

-  Maintenance:  Establish scheduled inspections for electrical systems, fire safety 

equipment (fire alarms, extinguishers), heating, ventilation, lighting, furniture, and 

facilities. Prompt repairs are prioritised to prevent deterioration or hazards. 

 

-  Emergency Preparedness:  Clearly marked evacuation routes are maintained, with 

accessible escape routes free from obstructions. Designated assembly points are 

established and communicated. Regular fire drills and emergency response exercises 

are conducted to ensure preparedness. 
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-  Reporting & Investigation:  All incidents, near misses, and hazards are documented 

using standardised forms. Investigations identify root causes and recommend corrective 

actions to prevent recurrence. Serious incidents are reported to relevant authorities 

under RIDDOR. 

 

  1.7 Training and Communication  

 

A well-informed community is essential for safety: 

 

-  Induction Training:  All new staff and learners receive comprehensive health and 

safety induction covering policies, emergency procedures, safe use of equipment, and 

behavioral expectations. 

 

-  Refresher Sessions:  Ongoing training sessions are scheduled to reinforce safety 

awareness, introduce new procedures, and address emerging risks. 

 

Safety Notices and Updates: 

Prominently displayed posters, signage, and digital notices keep everyone informed 

about hazards, safety procedures, and upcoming drills. 

 

Communication Channels: Clear lines of communication are established for reporting 

hazards, incidents, and safety concerns. Feedback mechanisms enable staff and 

learners to contribute to safety improvements. 

 

1.8 Monitoring & Review 
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Continuous monitoring and review ensure the policy remains effective: 

 

Annual Safety Audits: 

Conduct comprehensive audits covering physical environments, procedures, and 

compliance levels. External audits may be commissioned for independent validation. 

 

Incident Review: 

Analyse incident reports to identify trends, root causes, and areas for improvement. 

 

Feedback Collection: 

Gather input from staff and learners through surveys and meetings to identify safety 

issues and perceptions. 

 

Policy Updates: 

The health and safety policy is reviewed annually or following significant incidents or 

legislative changes. Updates are communicated effectively to all stakeholders. 

 

This detailed and comprehensive approach to health and safety ensures that the centre 

maintains a proactive and dynamic safety culture, safeguarding all individuals and 

fostering an environment conducive to effective learning and teaching. 

 

  

 

    2. Data Protection Policy  
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  2.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we are committed to protecting the privacy and personal data of all individuals involved 

in our activities, including learners, staff, contractors, visitors, and stakeholders. Data 

protection is fundamental to maintaining trust, ensuring compliance with legal 

obligations, and fostering transparency in our operations. 

 

This policy sets out how we collect, store, process, and safeguard personal data in 

accordance with applicable legislation, notably the UK General Data Protection 

Regulation (UK GDPR) and the Data Protection Act 2018. We are registered with the 

Information Commissioner’s Office (ICO), demonstrating our compliance and 

commitment to data protection standards. 

 

Our approach is guided by principles of lawfulness, fairness, transparency, purpose 

limitation, data minimization, accuracy, storage limitation, integrity, and confidentiality. 

We aim to handle personal data responsibly, ensuring that individuals’ rights are upheld 

and that data is processed securely and ethically. 

 

  

 

  2.2 Purpose of the Policy  

 

The purpose of this policy is to: 
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- Ensure compliance with legal data protection requirements. 

- Protect individuals’ personal data from unauthorised access, loss, or misuse. 

- Clarify roles and responsibilities regarding data handling. 

- Inform individuals how their data is used, stored, and protected. 

- Provide procedures for responding to data-related requests, breaches, and concerns. 

- Promote a culture of data protection awareness within the centre. 

 

  

 

  2.3 Scope  

 

This policy applies to all personal data processed by  City of Westminster Crowns 

Honour Private Leadership Education (CWCHPLEDU), whether collected digitally or on 

paper. It covers data held about learners, staff, job applicants, contractors, visitors, and 

any other individuals whose data we hold in connection with our activities. 

 

Personal data includes any information relating to an identified or identifiable individual, 

such as names, contact details, health information, assessment records, attendance 

data, financial details, and photographic images. 

 

The policy applies to all staff, volunteers, contractors, and third-party service providers 

who process personal data on behalf of the centre. 
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  2.4 Legislation and Regulatory Framework  

 

 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) 

operates in full compliance with the following legislation: 

 

-  UK General Data Protection Regulation (UK GDPR):  Enacted through the Data 

Protection Act 2018, UK GDPR sets out the legal framework for data protection, 

emphasizing individuals’ rights and organisations’ responsibilities. 

   

-  Data Protection Act 2018:  Supplements UK GDPR by providing specific provisions, 

including exemptions and enforcement mechanisms. 

 

-  The Privacy and Electronic Communications Regulations (PECR):  Governs electronic 

communications, marketing, and cookies. 

 

-  Freedom of Information Act 2000:  Ensures transparency and access to information 

held by public authorities. 

 

-  Other relevant legislation  including the Education Act, safeguarding laws, and 

employment regulations. 

 

Our registration with the Information Commissioner’s Office (ICO), the UK's independent 

regulator for data protection, confirms our compliance with these laws. We undertake 

regular reviews to ensure ongoing compliance and cooperate with ICO audits and 

inquiries. 
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  2.5 Data Governance Principles  

 

Our data handling practices adhere to the core principles of data protection: 

 

-  Lawfulness, Fairness, and Transparency:  Personal data is processed lawfully, fairly, 

and transparently. We ensure individuals are aware of how their data is used through 

clear privacy notices. 

 

-  Purpose Limitation:  Data is collected for specified, explicit, and legitimate purposes 

and not processed further in incompatible ways. 

 

-  Data Minimisation:  Only data necessary for the specified purposes is collected and 

processed. 

 

-  Accuracy:  We keep personal data accurate and up-to-date, allowing individuals to 

request corrections. 

 

-  Storage Limitation:  Data is retained only for as long as necessary to fulfill the 

purposes for which it was collected, after which it is securely deleted. 

 

-  Integrity and Confidentiality:  Personal data is processed securely to prevent 

unauthorised access, loss, or damage. 
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  2.6 Data Collection and Processing  

 

-  Consent:  We obtain explicit consent from individuals before collecting sensitive 

personal data, explaining the purpose and how data will be used. 

 

-  Privacy Notices:  Clear privacy notices are provided at the point of data collection, 

outlining individuals’ rights, data categories, and processing purposes. 

 

-  Data Minimization:  We only collect data relevant and necessary for our functions, 

such as registration, assessment, communication, and safeguarding. 

 

-  Secure Transmission and Storage:  Digital data is stored on secure servers with 

encryption, while paper records are kept in locked cabinets accessible only to 

authorized personnel. 

 

-  Access Control:  Data access is restricted to staff members who need it to perform 

their roles. Password protection, user authentication, and audit logs are maintained. 

 

  

 

  2.7 Data Subject Rights  
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Individuals have rights regarding their personal data, and we respect and facilitate the 

exercise of these rights: 

 

-  Right of Access:  Request copies of their personal data held by the centre. 

 

-  Right to Rectification:  Correct inaccurate or incomplete data. 

 

-  Right to Erasure:  Request deletion of data where appropriate, e.g., when data is no 

longer necessary or consent is withdrawn. 

 

-  Right to Restrict Processing:  Limit processing under certain circumstances, such as 

during the correction process. 

 

-  Right to Data Portability:  Receive their data in a structured, commonly used format 

and transfer it to another data controller. 

 

-  Right to Object:  Object to processing based on legitimate interests, direct marketing, 

or processing for research. 

 

Requests for data access or rectification are handled promptly, typically within one 

month, in line with ICO guidelines. 
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  2.8 Data Breach Management  

 

In the event of a data breach such as unauthorised access, accidental loss, or 

disclosure, we follow a structured response: 

 

-  Containment and Assessment:  Immediately identify the breach’s scope and impact. 

 

-  Notification:  Notify the ICO within 72 hours of becoming aware of the breach, unless 

it is unlikely to result in a risk to individuals' rights and freedoms. 

 

-  Affected Individuals:  If the breach poses a high risk, inform affected individuals 

promptly, explaining the nature of the breach and recommended actions. 

 

-  Record and Review:  Document all breaches, investigations, and remedial actions. 

Conduct reviews to prevent future incidents. 

 

-  Mitigation:  Implement measures to address vulnerabilities and prevent recurrence. 

 

  

 

  2.9 Data Sharing & Third Parties  
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-  Legal and Contractual Basis:  Data sharing with third parties, such as funding bodies, 

regulatory agencies, or service providers, is conducted based on explicit consent, legal 

obligation, or contractual necessity. 

 

-  Data Sharing Agreements:  Formal agreements specify responsibilities, scope, and 

security measures, ensuring compliance with data protection laws. 

 

-  Third-Party Compliance:  We verify that third parties adhere to GDPR standards, 

including confidentiality and data security. 

 

-  International Transfers:  Any transfer outside the UK is conducted in accordance with 

legal requirements, ensuring adequate protections are in place. 

 

  

 

  2.10 Training & Awareness  

 

-  Staff Training:  All staff members receive regular training on data protection principles, 

policies, and procedures, including handling data breaches and respecting individuals’ 

rights. 

 

-  Policy Updates:  Staff are informed of legislative changes or emerging risks through 

updates, briefings, and refresher sessions. 
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-  Data Protection Culture:  Promoting awareness and accountability ensures data 

protection is embedded in daily activities. 

 

  

 

  2.11 Monitoring & Review  

 

-  Audits:  Regular internal audits verify compliance with data protection policies and 

identify areas for improvement. 

 

-  Incident Review:  Data breaches and complaints are analysed to improve security 

measures. 

 

-  Policy Review:  This policy is reviewed annually or following legislative updates, with 

amendments communicated to all staff. 

 

-  Record Keeping:  Maintain records of processing activities, consent, data sharing 

agreements, and breach reports for accountability. 

 

  

 

  Conclusion  
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 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) 

recognises that personal data is a valuable asset and a responsibility. By adhering to 

this Data Protection Policy, we uphold the rights of individuals, maintain legal 

compliance, and foster a transparent environment where data is handled ethically and 

securely. Our ongoing commitment is to protect personal information diligently, ensuring 

trust and integrity in all our operations. 

 

  

 

    3. Privacy Policy  

 

  3.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we understand that your privacy is important. This Privacy Policy explains how we 

collect, use, disclose, and protect your personal data in accordance with applicable 

laws, including the UK General Data Protection Regulation (UK GDPR) and the Data 

Protection Act 2018. 

 

We are committed to being transparent about our data processing activities and 

ensuring that your data is handled responsibly and securely. This policy applies to all 

individuals whose personal data we process, including learners, staff, contractors, 

visitors, and other stakeholders. 

 

By providing your personal data to us, whether directly or indirectly, you agree to its 

collection and use as described in this policy. 
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  3.2 Purpose of this Policy  

 

The purpose of this Privacy Policy is to: 

 

- Clearly communicate how we collect, store, and use personal data. 

- Ensure transparency and enable individuals to exercise their rights. 

- Demonstrate our compliance with legal obligations. 

- Protect individuals’ data from misuse or unauthorized access. 

- Build trust and confidence in our management of personal information. 

 

  

 

  3.3 Scope  

 

This policy covers all personal data processed by  City of Westminster Crowns Honour 

Private Leadership Education (CWCHPLEDU), whether collected electronically, on 

paper, or through other means. It relates to data about: 

 

- Learners (students, apprentices, trainees) 

- Staff (employees, volunteers, contractors) 

- Visitors and external stakeholders 
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- Applicants and former learners 

- Any other individuals whose data we hold in connection with our activities 

 

The information includes, but is not limited to, identification details, contact information, 

assessment records, health data, attendance, safeguarding information, photographs, 

and communication logs. 

 

  

 

  3.4 Data Collection and Use  

 

 How We Collect Data:  

 

- Directly from individuals during registration, application, or via forms. 

- Through communication channels such as email, phone, or online portals. 

- From third-party agencies, such as funding bodies, local authorities, or assessment 

providers. 

- Automatically via our website or digital platforms, including cookies and browsing data. 

 

 Purposes for Data Processing:  

 

-  Registration and administration:  Managing enrolment, attendance, and contact 

details. 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

-  Learning and assessment:  Tracking progress, issuing certificates, and reporting 

outcomes. 

-  Safeguarding and welfare:  Ensuring learner safety and well-being. 

-  Communication:  Providing updates, newsletters, and support. 

-  Legal obligations:  Complying with statutory requirements, funding, and audit 

processes. 

-  Marketing and promotion:  With explicit consent, sharing information about courses 

and events. 

 

We only collect and process data necessary for these purposes. We do not process 

data in a way incompatible with these purposes. 

 

  

 

  3.5 Data Sharing and Third Parties  

 

We may share personal data with: 

 

-  External agencies:  Education regulators, funding agencies, or government 

departments to meet legal obligations. 

-  Assessment and examination bodies:  To issue certificates or verify qualifications. 

-  Service providers:  IT providers, assessment software, or other external suppliers who 

process data on our behalf under strict confidentiality and security obligations. 

-  Legal authorities:  When required by law, regulation, or court order. 
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All data sharing is conducted in accordance with legal requirements and with 

appropriate safeguards in place. We ensure third parties are compliant with data 

protection laws through contractual agreements. 

 

  

 

  3.6 Data Retention  

 

We retain personal data only as long as necessary to fulfill the purposes outlined above 

or to meet legal and regulatory requirements. Typical retention periods are: 

 

- Learner records: 6 months after course completion. 

- Staff records: Duration of employment plus statutory retention periods. 

- Safeguarding records: Until the individual finishes their course or for longer if legally 

required. 

- Promotional or marketing data: Until consent is withdrawn or as per specific campaign 

retention periods. 

 

When data is no longer needed, it is securely deleted or anonymised to prevent 

unauthorised access. 
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  3.7 Data Subject Rights  

 

Individuals have specific rights concerning their personal data, which we respect and 

facilitate: 

 

-  Right of Access:  You can request a copy of the data we hold about you. 

-  Right to Rectification:  You can request corrections to inaccurate or incomplete data. 

-  Right to Erasure:  You can ask us to delete your data where appropriate. 

-  Right to Restrict Processing:  You can request to limit how we use your data. 

-  Right to Data Portability:  You can request your data in a portable format. 

-  Right to Object:  You can object to processing based on legitimate interests or direct 

marketing. 

-  Right to Withdraw Consent:  You can withdraw consent at any time where processing 

is based on consent. 

 

Requests can be made in writing to our Data Protection Officer (DPO) or via our 

designated contact channels. We aim to respond within one month, in line with legal 

requirements. 

 

  

 

  3.8 Data Security  
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We implement appropriate technical and organisational measures to protect personal 

data: 

 

- Secure storage with encryption for digital data. 

- Physical security for paper records (locked cabinets). 

- Access controls, passwords, and authentication. 

- Regular backups and system updates. 

- Staff training on data security procedures. 

 

In the event of a data breach, we will follow our Data Breach Policy to contain, notify, 

and rectify the issue promptly. 

 

  

 

  3.9 Data Accuracy and Integrity  

 

We take reasonable steps to ensure your data is accurate, complete, and up-to-date. 

You are encouraged to inform us of any changes. We periodically review data to 

maintain accuracy and correct errors promptly. 

 

  

 

  3.10 Cookies and Online Tracking  
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Our website uses cookies and similar technologies to improve user experience, analyse 

site usage, and provide targeted content. You can manage cookie preferences via your 

browser settings. For further information, see our Cookies Policy. 

 

  

 

  3.11 Complaints and Contact  

 

If you have concerns about how your data is handled, or if you wish to exercise your 

rights, please contact our Data Protection Officer: 

 

Data Protection Officer: Ms Ayinde 

Email:  info@(CWCHPLEDU).co.uk 

Telephone:  02030167661  

 

You also have the right to lodge a complaint with the ICO if you believe your data rights 

have been breached. You can contact ICO at: 

 

 Information Commissioner’s Office    

Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF   

Website: (https://ico.org.uk) 
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  3.12 Policy Review  

 

This Privacy Policy is reviewed annually or following legislative or operational changes. 

Updates are communicated through our website and direct communication channels. 

 

  

 

  Conclusion  

 

We are dedicated to protecting your privacy and personal data. By adhering to this 

Privacy Policy,  City of Westminster Crowns Honour Private Leadership Education 

(CWCHPLEDU) ensures transparency, compliance, and accountability in all data 

processing activities. Your trust is paramount, and we aim to handle your data 

responsibly and ethically at all times. 

 

  

 

    4. Equality, Diversity, and Inclusion Policy  

 

  4.1 Introduction  
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At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we are committed to fostering an environment where everyone feels valued, respected, 

and able to achieve their full potential. Our Equality, Diversity, and Inclusion (EDI) Policy 

reflects our dedication to promoting fairness, eliminating discrimination, and celebrating 

differences across all aspects of our organisation. 

 

This policy aligns with the legal framework provided by the Equality Act 2010, which 

prohibits discrimination based on protected characteristics. These characteristics 

include age, disability, gender reassignment, marriage and civil partnership, pregnancy 

and maternity, race, religion or belief, sex, and sexual orientation. 

 

Our aim is to embed equality and diversity into our culture, policies, and practices, 

ensuring that all learners, staff, and stakeholders experience a welcoming, inclusive 

environment that encourages participation and progression. 

 

  

 

  4.2 Purpose  

 

The purpose of this policy is to: 

 

- Promote equality of opportunity for all individuals. 

- Respect and value diversity in all forms. 

- Eliminate discrimination, harassment, and victimization. 

- Foster an inclusive environment where differences are recognised as strengths. 
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- Ensure all policies, procedures, and practices uphold principles of equality and 

fairness. 

- Support continuous improvement in equality and diversity outcomes. 

 

  

 

  4.3 Scope  

 

This policy applies to all activities and areas of  City of Westminster Crowns Honour 

Private Leadership Education (CWCHPLEDU), including: 

 

- Recruitment, selection, and employment practices. 

- Curriculum design and delivery. 

- Assessment and progression procedures. 

- Behavioural standards and conduct. 

- Access to facilities and resources. 

- Interactions between staff, learners, and visitors. 

- External engagement and community relations. 

 

It applies to all staff, learners, volunteers, contractors, and visitors involved with the 

centre. 
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  4.4 Principles  

 

Our approach is guided by core principles: 

 

-  Fairness:  Ensuring all individuals have equal access to opportunities and resources. 

-  Respect:  Valuing differences and promoting understanding. 

-  Accessibility:  Removing barriers to participation. 

-  Participation:  Encouraging diverse voices and perspectives. 

-  Accountability:  Regularly monitoring and reviewing progress towards equality 

objectives. 

-  Non-discrimination:  Actively preventing and addressing discriminatory behavior. 

 

  

 

  4.5 Responsibilities  

 

 Leadership and Management:  

 

- Set the tone from the top, demonstrating a commitment to equality and inclusion. 

- Develop, implement, and review policies and practices. 

- Allocate resources for equality initiatives. 
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- Monitor progress and publish reports on diversity metrics. 

 

 Staff:  

 

- Embed inclusive practices within teaching, support, and administrative roles. 

- Challenge discrimination, harassment, or bias when observed. 

- Participate in equality and diversity training. 

- Promote a positive environment that respects all individuals. 

 

 Learners:  

 

- Respect others’ differences and adhere to the centre’s codes of conduct. 

- Engage actively and inclusively in learning activities. 

- Report any concerns related to discrimination or harassment. 

 

 External Stakeholders:  

 

- Comply with the centre’s equality policies. 

- Support inclusive practices and community engagement. 
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  4.6 Strategies and Practice  

 

To promote equality and diversity,  City of Westminster Crowns Honour Private 

Leadership Education (CWCHPLEDU) will: 

 

-  Curriculum Content:  Ensure that learning materials are inclusive, culturally sensitive, 

and representative of diverse communities. 

-  Recruitment and Selection:  Use transparent, fair, and unbiased processes that 

encourage applications from all backgrounds. 

-  Reasonable Adjustments:  Make adjustments to facilities, assessments, and support 

for learners with disabilities or specific needs. 

-  Anti-discrimination Training:  Provide ongoing training for staff and learners to raise 

awareness and challenge prejudice. 

-  Accessible Facilities:  Ensure physical and digital environments are accessible to all. 

-  Celebrating Diversity:  Recognise and celebrate different cultures, religions, and 

community events. 

-  Feedback and Consultation:  Regularly consult learners and staff to understand their 

experiences and improve practices. 

-  Monitoring and Evaluation:  Collect data on diversity metrics and review policies 

annually to measure progress and set targets. 

 

  

 

  4.7 Addressing Discrimination and Harassment  
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 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) has 

a zero-tolerance approach to discrimination, harassment, victimization, or bullying. 

Incidents will be taken seriously, investigated promptly, and dealt with through 

appropriate disciplinary procedures. 

 

All individuals are encouraged to report concerns without fear of retaliation. Support 

services are available for those affected, and confidentiality will be maintained wherever 

possible. 

 

  

 

  4.8 Monitoring and Review  

 

The effectiveness of this policy will be reviewed annually by the management team, with 

progress reports shared with staff and stakeholders. Key performance indicators 

include: 

 

- Diversity of staff and learners. 

- Number and type of discrimination or harassment incidents. 

- Feedback from staff and learners on inclusivity. 

- Participation rates of underrepresented groups. 

 

Actions will be taken to address gaps and improve inclusivity based on evidence and 

feedback. 
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  4.9 Commitment to Continuous Improvement  

 

 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) 

recognises that promoting equality, diversity, and inclusion is an ongoing journey. We 

are committed to fostering an inclusive culture that evolves with societal changes and 

community needs. We will continually seek opportunities to enhance our practices, 

challenge stereotypes, and embrace diversity as a strength. 

 

  

 

  4.10 Conclusion  

 

Our commitment to equality, diversity, and inclusion is integral to our mission of 

providing high-quality education and a positive learning environment. By respecting and 

valuing differences, we aim to empower individuals to succeed and contribute to a 

fairer, more cohesive society. 

 

  

 

    5. Appeals Policy  

 

  5.1 Introduction  
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At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we are committed to providing a fair and transparent environment where learners can 

confidently challenge assessment decisions or centre actions that they believe are 

incorrect or unfair. Our Appeals Policy ensures that all learners have access to a clear, 

consistent process for raising concerns, seeking review, and obtaining a resolution. 

 

This policy aligns with the principles of fairness and best practice outlined by awarding 

bodies and regulatory agencies. It encourages open dialogue, impartial review, and 

continuous improvement. 

 

  

 

  5.2 Scope  

 

This policy applies to appeals related to: 

 

- Assessment decisions (e.g., grades, marks, or qualification results) 

- Disciplinary actions affecting progression or certification 

- Centre administrative decisions impacting the learner's participation or outcomes 

 

It does not cover grievances related to general conduct, facilities, or non-assessment 

issues, which are addressed through the Complaints Policy. 
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  5.3 Principles  

 

Our appeals process is based on the following principles: 

 

-  Fairness:  All appeals are considered impartially and without bias. 

-  Transparency:  Clear procedures and timescales are communicated to learners. 

-  Confidentiality:  Details of appeals are kept confidential and shared only on a need-to-

know basis. 

-  Timeliness:  Appeals are handled promptly, respecting learners’ rights to a timely 

resolution. 

-  Accessibility:  The process is accessible to all learners regardless of background or 

circumstances. 

-  Equality:  No learner will be disadvantaged or discriminated against for exercising 

their right to appeal. 

 

  

 

  5.4 Grounds for Appeal  

 

A learner may submit an appeal on the following grounds: 

 

-  Procedural irregularity:  The assessment or decision process did not follow the 

centre’s policies or standards. 

-  Unfair treatment:  The learner was treated unfairly or discriminatorily. 
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-  Procedural bias:  The decision-maker was biased or had a conflict of interest. 

-  Extenuating circumstances:  Relevant circumstances that could have impacted the 

assessment or decision were not considered. 

 

Appeals based solely on disagreement with the outcome without evidence of procedural 

error or unfairness will not be accepted. 

 

  

 

  5.5 Appeal Process  

 

 Step 1: Submission of Appeal  

 

- The learner must submit a formal written appeal within  10 working days  of receiving 

the assessment result or decision. 

- The appeal should be submitted using the designated  Appeals Form  available from 

the centre’s reception or website. 

- The appeal must clearly state the grounds for appeal and include any supporting 

evidence or documentation. 

 

 Step 2: Acknowledgment  

 

- The centre will acknowledge receipt of the appeal within  2 working days  via email or 

letter. 
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 Step 3: Review and Investigation  

 

- An impartial  Appeals Panel  or designated senior staff will review the appeal. 

- The review involves examining evidence, policies, and procedural adherence. 

- The learner may be invited to provide additional information or attend a hearing if 

necessary. 

 

 Step 4: Decision  

 

- The Appeals Panel will make a decision within  10 working days  of receiving the 

appeal. 

- The outcome will be communicated in writing, explaining the findings and any actions 

taken. 

 

 Step 5: Further Action  

 

- If the appeal is upheld, corrective actions may include reassessment, review of 

decisions, or procedural changes. 

- If the appeal is not upheld, the learner will be informed of the reasons and their right to 

escalate the matter externally. 
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  5.6 External Review  

 

If a learner is dissatisfied with the outcome of the internal appeals process, they should 

first seek support from internal staff and raise a complaint and if still dissatisfied then 

they have the right to escalate the matter to an external body, such as: 

 

- The relevant awarding organisation or examining body 

- The Office of the Independent Adjudicator (OIA) for Education 

- Other regulatory or ombudsman services 

 

Details of external appeal procedures are provided upon request. 

 

  

 

  5.7 Record Keeping  

 

- All appeals, supporting documents, investigation notes, and decisions will be securely 

stored for  at least 3 years . 

- Records will be used for monitoring, reporting, and continuous improvement. 

 

  

 

  5.8 Confidentiality and Non-Retaliation  
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The centre will treat all appeals with confidentiality, and no learner will face retaliation or 

disadvantage for submitting an appeal in good faith. 

 

  

 

  5.9 Continuous Improvement  

 

The Centre will review appeal outcomes and trends regularly to identify areas for 

process improvement or staff training. Lessons learned will inform policy updates and 

staff development sessions. 

 

  

 

  5.10 Communication  

 

Learners will be informed of this policy at induction and through accessible channels 

(e.g., learner handbook, website). Clear guidance will be provided on how to submit an 

appeal and what to expect during the process. 

 

  

 

  5.11 Conclusion  
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 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) is 

dedicated to upholding fairness and transparency in all decisions affecting learners. Our 

Appeals Policy provides an accessible pathway to challenge decisions, ensuring that all 

individuals are treated with respect and justice. 

 

    6. Malpractice and Maladministration Policy (Including Plagiarism Policy)  

 

  6.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we are committed to upholding the highest standards of integrity, fairness, and 

professionalism in all aspects of our operations, including assessments, administration, 

and academic practices. This Malpractice and Maladministration Policy sets out our 

approach to preventing, detecting, and addressing any unethical behavior or 

misconduct that could compromise the integrity of our qualifications, assessments, or 

management systems. 

 

Malpractice refers to misconduct or unethical behavior that undermines the integrity, 

fairness, or validity of assessments and processes. Maladministration involves 

administrative errors, neglect, or breaches that lead to unfair treatment, 

mismanagement, or compromised standards. Plagiarism, as a form of malpractice, 

involves the use of someone else's work or ideas without proper acknowledgment, 

constituting academic misconduct. 

 

  

 

  6.2 Purpose  
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The purpose of this policy is to: 

 

- Prevent malpractice and maladministration through robust systems and awareness. 

- Detect and investigate any instances of malpractice or maladministration promptly. 

- Implement appropriate sanctions and corrective measures. 

- Protect the centre’s reputation, learners, staff, and assessment standards. 

- Ensure compliance with legal and regulatory requirements. 

 

  

 

  6.3 Scope  

 

This policy applies to: 

 

- All staff, learners, contractors, and external partners involved with assessments, 

qualifications, or administrative processes. 

- All activities including examinations, coursework, practical assessments, and 

administrative procedures. 

- Any suspected or actual misconduct related to assessment integrity, record keeping, 

or centre management. 
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  6.4 Definitions  

 

-  Malpractice:  Cheating, collusion, falsification, fabrication of evidence, bribery, abuse 

of assessment conditions, or any behavior intended to gain an unfair advantage or 

undermine assessment validity. 

-  Maladministration:  Administrative errors, procedural breaches, falsification of records, 

mismanagement, failure to follow policies, or actions that compromise fairness or 

standards. 

-  Plagiarism:  Using someone else’s work, ideas, or data without proper 

acknowledgment, presenting it as one’s own, whether intentionally or by neglect. 

 

  

 

  6.5 Responsibilities  

 

 Centre Management:  

 

- Establish and promote a culture of academic integrity. 

- Provide training and guidance on malpractice prevention. 

- Oversee investigations and sanctions. 

- Maintain records of incidents and outcomes. 

- Inform staff on turnitin tools I.e. on Teams 
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 Staff:  

 

- Detect, prevent, and report suspected malpractice or maladministration. 

- Follow procedures for assessment and record keeping. 

- Educate learners on academic integrity and plagiarism. 

- Participate in training related to misconduct prevention. 

 

 Learners:  

 

- Understand and adhere to the centre’s policies on academic honesty. 

- Submit original work, citing sources appropriately. 

- Report suspected malpractice or misconduct. 

 

  

 

  6.6 Prevention Measures  

 

-  Clear Guidance:  Provide learners with guidance on academic integrity, referencing, 

and proper research practices. 

-  Use of Detection Software:  Employ plagiarism detection tools (e.g., Turnitin) to verify 

originality. 

-  Staff Training:  Regular training sessions on assessment standards, misconduct 

detection, and investigation procedures. 
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-  Secure Assessment Environment:  Supervised exams, controlled access to 

assessment materials, and secure storage of records. 

-  Assessment Regulations:  Clear policies on collaboration, collusion, and referencing. 

-  Awareness Campaigns:  Posters, notices, and induction sessions emphasizing the 

importance of honesty. 

 

  

 

  6.7 Detection and Investigation  

 

-  Indicators of Malpractice:  Suspicious similarities in work, inconsistent assessment 

results, evidence of falsification, or reports from staff or learners. 

-  Reporting:  Staff or learners suspecting malpractice must report immediately using the 

designated Reporting Form. 

-  Investigation Procedure:  

  - The designated senior manager or nominated officer conducts a thorough, impartial 

investigation. 

  - Gather evidence, interview involved parties, and review documentation. 

  - Maintain confidentiality and fairness throughout. 

-  Outcome:  Based on findings, decide on appropriate sanctions or remedial actions in 

line with awarding body guidance. 
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  6.8 Sanctions and Disciplinary Actions  

 

Sanctions may include: 

 

- Disqualification from assessments or qualifications. 

- Reassessment or retake restrictions. 

- Formal warnings or disciplinary procedures for staff and learners. 

- Reporting to external agencies or awarding organizations. 

- Termination of contracts or employment for serious misconduct. 

 

Decisions are made objectively, ensuring procedural fairness and the right to appeal. 

 

  

 

  6.9 Record Keeping and Reporting  

 

All incidents, investigations, and outcomes are documented securely, respecting 

confidentiality. Records are retained for statutory periods and used for audit, review, 

and continuous improvement. 

 

Any suspected or confirmed malpractice incidents involving external organisations are 

reported to relevant external bodies, such as awarding organisations or regulators, 

following their specific procedures. 
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  6.10 Plagiarism Policy  

 

 Definition:  

 

Plagiarism involves copying or paraphrasing someone else’s work, data, or ideas 

without proper acknowledgment and presenting it as original work. It undermines 

academic integrity and can lead to severe consequences. 

 

 Prevention:  

 

- Clear instructions on referencing, citation, and academic honesty are provided during 

induction and assessments. 

- Use of plagiarism detection software as part of the assessment process. 

- Educating learners on proper research and citation practices. 

 

 Detection and Consequences:  

 

- When plagiarism is suspected, a formal investigation is conducted. 

- If confirmed, sanctions may include: 

  - Failing the assessment. 
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  - Disqualification from the qualification. 

  - Disciplinary action, including suspension or expulsion. 

  - Reporting to external awarding bodies, which may lead to revocation of qualifications. 

- Repeat offenders or severe cases are dealt with more stringently. 

 

 Appeals:  

 

Learners have the right to appeal decisions related to plagiarism, following the centre’s 

Appeals Policy. 

 

  

 

  6.11 Monitoring and Review  

 

This policy is reviewed annually or following significant incidents or changes in 

legislation. Feedback from staff, learners, and external bodies informs continuous 

improvement. 

 

  

 

  6.12 Conclusion  

 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) is 

dedicated to maintaining integrity, fairness, and high standards in all assessment and 

administrative activities. Our proactive approach to preventing malpractice and 

maladministration ensures confidence among learners, staff, and external partners, 

safeguarding our reputation and the value of our qualifications. 

 

 

  

 

    7. Reasonable Adjustments and Special Considerations Policy  

 

  7.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we are committed to ensuring that all learners have equal access to assessment and 

learning opportunities. Our Reasonable Adjustments and Special Considerations Policy 

provides a framework to support learners with disabilities, specific learning needs, or 

extenuating circumstances, ensuring that assessments are conducted fairly without 

compromising standards. 

 

This policy aligns with the Equality Act 2010, which requires educational providers to 

make reasonable adjustments to prevent disadvantage and to consider special 

considerations in exceptional circumstances. 
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  7.2 Purpose  

 

The purpose of this policy is to: 

 

- Promote inclusive assessment practices that accommodate diverse learner needs. 

- Ensure fairness and equity in assessment outcomes. 

- Provide clear procedures for requesting and implementing adjustments or 

considerations. 

- Support learners to demonstrate their true abilities. 

 

  

 

  7.3 Scope  

 

This policy applies to all assessments, including coursework, practical activities, written 

examinations, and on-the-spot assessments. It covers: 

 

- Learners with disabilities or specific learning difficulties (e.g., dyslexia, visual or 

hearing impairments). 

- Learners experiencing temporary or exceptional circumstances (e.g., illness, family 

emergencies, unforeseen events). 

 

It applies to all staff involved in assessment planning, delivery, and marking. 
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  7.4 Principles  

 

Our approach is based on the following principles: 

 

-  Inclusivity:  Removing barriers to participation and achievement. 

-  Fairness:  Ensuring that adjustments do not give learners an unfair advantage. 

-  Confidentiality:  Respecting learners’ privacy and handling requests discreetly. 

-  Timeliness:  Processing requests promptly to avoid disruption. 

-  Consistency:  Applying adjustments fairly across all learners and assessments. 

-  Transparency:  Clearly communicating procedures and criteria. 

 

  

 

  7.5 Identification and Planning  

 

-  Early Identification:  Learners should disclose disabilities or needs at registration or 

induction. Staff are encouraged to discuss individual needs proactively. 

-  Assessment of Needs:  The centre will review documentation (e.g., medical reports, 

specialist assessments) and consult with learners to determine appropriate 

adjustments. 
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-  Adjustment Planning:  An  Adjustment Plan  is developed, detailing specific 

arrangements, support, or accommodations to be provided. 

-  Consent:  Learners provide informed consent for adjustments, where necessary. 

 

  

 

  7.6 Types of Reasonable Adjustments  

 

Adjustments are tailored to individual needs and may include: 

 

-  Extended Time:  Additional time to complete assessments. 

-  Alternative Formats:  Large print, Braille, audio recordings, or electronic formats. 

-  Assistive Technology:  Screen readers, magnifiers, speech-to-text software. 

-  Separate or Accessible Rooms:  For learners needing a quieter environment. 

-  Modified Assessments:  Alternative tasks or reduced workload, where appropriate. 

-  Additional Support:  Use of scribes, readers, or sign language interpreters. 

-  Adjustments to Assessment Conditions:  Flexibility in timing, location, or supervision. 

 

The centre ensures adjustments are proportionate and do not compromise the 

assessment’s integrity or standards. 
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  7.7 Implementation  

 

- Staff responsible for assessments are trained on implementing adjustments. 

- Adjustments are applied consistently and documented in the learner’s records. 

- Learners are informed about the arrangements and how they will be supported. 

- All adjustments are monitored for effectiveness and appropriateness. 

 

  

 

  7.8 Special Considerations  

 

In cases where learners face unforeseen or exceptional circumstances (e.g., illness, 

injury, bereavement), the centre will consider  special considerations  to mitigate 

adverse effects: 

 

-  Application:  Learners or staff can request special considerations within a specified 

timeframe. 

-  Assessment:  The request will be reviewed, considering medical evidence or relevant 

documentation. 

-  Adjustments:  Possible measures include special arrangements, rescheduling, or 

alternative assessments. 

-  Fairness:  The decision aims to ensure that the learner’s circumstances do not 

unfairly disadvantage them while maintaining assessment standards. 
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  7.9 Roles and Responsibilities  

 

-  Learners:  Must disclose needs early and provide appropriate evidence when 

requested. 

-  Assessors:  Responsible for implementing adjustments and maintaining assessment 

standards. 

-  Designated Staff:  Oversee the process, review requests, develop Adjustment Plans, 

and ensure compliance. 

-  Management:  Allocate resources and support staff training on inclusive assessment 

practices. 

 

  

 

  7.10 Record Keeping and Confidentiality  

 

All requests, assessments, and decisions are recorded securely and confidentially. 

Documentation includes: 

 

- Learner needs and supporting evidence. 

- Details of adjustments made. 

- Review and evaluation outcomes. 
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Access is restricted to authorized personnel, respecting privacy rights. 

 

  

 

  7.11 Monitoring and Review  

 

The centre will review this policy annually to ensure effectiveness and compliance with 

legal requirements. Feedback from learners and staff will inform improvements. The 

range of adjustments will be updated based on best practices and emerging needs. 

 

  

 

  7.12 Communication  

 

This policy is communicated during induction and through learner handbooks, ensuring 

all parties are aware of the support available. Staff receive training on implementing 

adjustments and handling requests sensitively. 

 

  

 

  7.13 Conclusion  

 

 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) is 

dedicated to providing an equitable assessment environment where all learners can 
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demonstrate their abilities without unnecessary barriers. Our commitment to reasonable 

adjustments and special considerations ensures that fairness and standards are upheld 

in line with legal obligations and best practice. 

 

  

 

    8. Recognition of Prior Learning (RPL) Policy  

 

  8.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we recognise that learners come with valuable existing knowledge, skills, and 

experiences gained through formal, informal, or experiential learning. Our Recognition 

of Prior Learning (RPL) Policy enables learners to gain formal recognition and credit for 

these prior achievements, facilitating flexible pathways to qualifications and reducing 

duplication of learning. 

 

This policy aligns with the principles of fairness, transparency, and validity, and supports 

lifelong learning by acknowledging learners’ existing competencies. 

 

  

 

  8.2 Purpose  

 

The purpose of this policy is to: 
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- Provide a clear framework for assessing and accrediting prior learning. 

- Enable learners to progress efficiently by earning credit for existing skills. 

- Ensure assessments are valid, reliable, and aligned with qualification standards. 

- Promote flexibility and inclusivity in learning pathways. 

- Maintain the integrity and standards of qualifications awarded. 

 

  

 

  8.3 Scope  

 

This policy applies to all types of prior learning that can be formally recognised, 

including: 

 

-  Formal learning:  Qualifications and units previously awarded. 

-  Informal learning:  Skills gained through work, volunteering, or life experiences. 

-  Experiential learning:  Practical knowledge acquired through hands-on activities, 

training, or employment. 

 

It applies to all learners seeking credit transfer or accreditation of prior learning for 

courses, units, or qualifications delivered by the centre. 
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  8.4 Principles  

 

Our approach adheres to the following principles: 

 

-  Transparency:  Clear information about the RPL process, criteria, and outcomes. 

-  Fairness:  Equal treatment of all applicants, with impartial assessments. 

-  Validity:  Evidence must accurately demonstrate the claimed learning. 

-  Authenticity:  Evidence must be genuine and attributable to the learner. 

-  Assessment of Evidence:  Using appropriate methods aligned with learning outcomes. 

-  Consistency:  Standardised procedures across all assessments. 

-  Confidentiality:  Respecting privacy and data protection. 

 

  

 

  8.5 Application Process  

 

-  Initial Inquiry:  Learners are informed about RPL during induction or advising 

sessions. 

-  Submission of Application:  Learners complete an  RPL Application Form , providing 

details of prior learning, experience, and supporting evidence. 

-  Provision of Evidence:  Learners submit relevant evidence such as certificates, work 

samples, references, portfolios, or testimonials. 
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-  Guidance:  Staff provide guidance on suitable evidence and assessment methods. 

 

  

 

  8.6 Assessment of Prior Learning  

 

-  Evaluation:  Qualified assessors review submitted evidence against the specified 

learning outcomes and assessment criteria. 

-  Methods:  May include portfolio assessment, practical demonstration, interview, or 

tests. 

-  Decision:  Based on evidence, assessors determine whether the learner’s prior 

learning meets the standard for credit. 

-  Outcome:  Learners are awarded credit either fully (for entire units) or partially (for 

specific learning outcomes). 

 

  

 

  8.7 Credit Allocation  

 

- Credits awarded are documented and entered into the learner’s record. 

- The amount of credit awarded is expressed in terms of units, modules, or qualification 

points, following the awarding body’s guidelines. 

- Credits are valid for a specified period, as determined by qualification requirements or 

regulatory bodies. 
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  8.8 Limitations and Exclusions  

 

- Not all prior learning qualifies for recognition; it must meet the validation and standard 

requirements. 

- Some qualifications or funding regulations may restrict or limit the use of RPL. 

- Learners cannot claim credit for units already credited or certificated elsewhere unless 

explicitly permitted. 

 

  

 

  8.9 Appeals and Review  

 

- Learners dissatisfied with RPL decisions have the right to appeal following the centre’s 

Appeals Policy. 

- Appeals will be reviewed impartially by senior assessors or management. 

- Outcomes are communicated within specified timescales. 

 

  

 

  8.10 Record Keeping  

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

 

- All RPL applications, evidence, assessment decisions, and correspondence are 

securely stored. 

- Records are retained in accordance with data protection laws and qualification 

standards. 

- Data is used for monitoring, quality assurance, and audit purposes. 

 

  

 

  8.11 Staff Responsibilities  

 

- Staff provide guidance and support throughout the RPL process. 

- Assessors ensure assessments are valid, reliable, and consistent. 

- Management oversee the process to maintain standards and compliance. 

 

  

 

  8.12 Monitoring and Continuous Improvement  

 

- The centre reviews RPL processes annually, considering learner feedback and audit 

findings. 

- Updates to procedures, guidance, and assessment methods are implemented to 

enhance effectiveness. 
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- Staff training is provided regularly to ensure understanding of RPL standards and 

procedures. 

 

  

 

  8.13 Conclusion  

 

 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) is 

committed to recognising prior learning as a valuable component of flexible, inclusive, 

and lifelong education. Our RPL Policy promotes fairness and transparency, enabling 

learners to build on their existing knowledge and skills, achieve qualifications efficiently, 

and progress in their personal and professional development. 

 

  

 

    9. Conflict of Interest Policy  

 

  9.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we are committed to maintaining the highest standards of integrity, transparency, and 

fairness in all our decision-making processes and activities. A Conflict of Interest (COI) 

occurs when personal, financial, or other interests could improperly influence, or appear 

to influence, the objectivity or impartiality of individuals involved in the centre’s 

operations. 
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This policy aims to identify, disclose, and manage potential or actual conflicts of interest 

to prevent any bias, unfair advantage, or reputational damage, ensuring trust and 

accountability in our governance and activities. 

 

  

 

  9.2 Purpose  

 

The purpose of this policy is to: 

 

- Promote a culture of transparency and ethical conduct. 

- Provide clear procedures for declaring and managing conflicts. 

- Protect the centre’s reputation and integrity. 

- Ensure compliance with legal and regulatory requirements. 

- Support informed and impartial decision-making. 

 

  

 

  9.3 Scope  

 

This policy applies to all staff, management, governing body members, contractors, 

volunteers, and any individuals involved in decision-making, governance, assessment, 

or activities that could present a conflict of interest. 
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  9.4 Definition of Conflict of Interest  

 

A Conflict of Interest exists when: 

 

- An individual’s personal, financial, or other interests could influence or appear to 

influence their objectivity or impartiality. 

- There is a potential or actual situation where personal interests could conflict with 

professional duties or the centre’s best interests. 

 

Examples include: 

 

- Holding a financial interest in a supplier or partner. 

- Having a personal relationship with a learner or staff member involved in assessments 

or decisions. 

- Participating in decision-making where there is a personal stake. 

- Receiving gifts, favours, or benefits that could influence actions. 

 

  

 

  9.5 Responsibilities  
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 All individuals involved in the centre’s activities:  

 

- Must declare any conflicts of interest promptly. 

- Must act honestly, ethically, and in the best interests of the centre. 

- Must avoid situations where conflicts could arise or influence decisions. 

 

 Management and Governance:  

 

- Maintain a register of declared conflicts. 

- Review disclosures regularly and manage conflicts appropriately. 

- Ensure transparency and fairness in all processes. 

 

  

 

  9.6 Declaration Procedures  

 

-  Initial Declaration:  All staff and governing body members must disclose any potential 

conflicts of interest upon appointment and annually thereafter. 

-  Ongoing Disclosure:  Individuals must update declarations promptly if circumstances 

change. 

-  Declaration Form:  Disclosures are made using the designated  Conflict of Interest 

Declaration Form , available from HR or governance documents. 
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  9.7 Managing Conflicts  

 

Once a conflict is identified or declared: 

 

-  Assessment:  The conflict will be reviewed by a designated officer or committee. 

-  Mitigation Measures:  Depending on the nature, measures may include: 

  - Recusal from decision-making. 

  - Dividing responsibilities. 

  - Supervising or overseeing activities to ensure impartiality. 

  - Adjusting or restricting access to confidential information. 

-  Documentation:  All decisions and actions are recorded in the conflict register. 

 

  

 

  9.8 Recording and Monitoring  

 

- A  Conflict of Interest Register  will be maintained, documenting disclosures, 

assessments, and management actions. 

- The register is reviewed regularly by senior management or governing bodies. 
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- Any repeated or unresolved conflicts are escalated for further review. 

 

  

 

  9.9 Training and Awareness  

 

- Staff and governance members will receive training on identifying and managing 

conflicts. 

- Regular reminders and updates reinforce the importance of transparency. 

 

  

 

  9.10 Confidentiality  

 

Disclosures are treated as confidential. Information is shared only with relevant persons 

involved in managing the conflict, respecting privacy and legal obligations. 

 

  

 

  9.11 Breach of Policy  
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Failure to disclose conflicts or misconduct in managing conflicts may lead to disciplinary 

action, including termination of employment or governance, and potential legal 

consequences. 

 

  

 

  9.12 Review and Continuous Improvement  

 

This policy is reviewed annually or following significant incidents or legislative changes. 

Feedback informs updates to procedures and training. 

 

  

 

  9.13 Conclusion  

 

 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) is 

committed to fostering a culture of integrity and transparency. By proactively managing 

conflicts of interest, we uphold fairness, protect our reputation, and ensure decision-

making aligns with our values and responsibilities. 

 

  

 

    10. Centre Quality Assurance Strategy  
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  10.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

our commitment to excellence is reflected in our robust Quality Assurance (QA) 

Strategy. This strategy ensures that all aspects of our operations—including teaching, 

assessment, management, and learner experience—meet the highest standards of 

quality, consistency, and continuous improvement. 

 

Effective quality assurance underpins our mission to deliver high-quality education and 

training that meets regulatory requirements, satisfies learner and stakeholder 

expectations, and promotes a culture of excellence. 

 

  

 

  10.2 Purpose  

 

The purpose of this strategy is to: 

 

- Embed a systematic approach to maintaining and enhancing quality. 

- Promote a culture of continuous improvement. 

- Ensure compliance with regulatory frameworks and awarding body standards. 

- Support staff development and learner success. 

- Provide a clear framework for monitoring, evaluating, and developing our activities. 
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  10.3 Scope  

 

This strategy covers all operational areas, including: 

 

- Curriculum design and delivery 

- Assessment practices 

- Staff performance and development 

- Learner progress and achievement 

- Facilities and resources 

- Management and governance 

- Stakeholder engagement 

 

It applies to all staff, learners, contractors, and external partners involved in centre 

activities. 

 

  

 

  10.4 Core Principles  

 

Our approach is guided by the following principles: 
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-  Leadership and Ownership:  Senior management actively promotes quality at all 

levels. 

-  Inclusivity:  Ensuring quality processes support diverse learners and staff. 

-  Evidence-Based:  Decisions are driven by data, feedback, and best practices. 

-  Participation:  Engaging learners, staff, and stakeholders in quality discussions. 

-  Transparency:  Clear communication of standards, expectations, and results. 

-  Responsiveness:  Prompt action in response to feedback and identified issues. 

 

  

 

  10.5 Quality Assurance Framework  

 

The QA Framework comprises several interconnected activities: 

 

   a) Self-Assessment and Evaluation  

 

- Regular self-assessment against quality standards 

- Use of questionnaires, surveys, and reflective reviews 

- SWOT analysis (Strengths, Weaknesses, Opportunities, Threats) 

- Involvement of learners and staff in evaluating performance 
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   b) Internal Quality Reviews  

 

- Scheduled internal audits and reviews of courses, assessments, and management 

systems 

- Observation of teaching and learning sessions 

- Monitoring of compliance with policies and procedures 

- Review of learner progress and achievement data 

 

   c) External Validation  

 

- Engagement with external auditors, inspectors, or accreditation bodies 

- Participation in inspections and peer reviews 

- Benchmarking against industry standards and best practices 

 

   d) Action Planning and Improvement  

 

- Identification of areas for improvement from reviews and audits 

- Development of SMART (Specific, Measurable, Achievable, Relevant, Time-bound) 

action plans 

- Implementation of improvement initiatives 

- Monitoring progress and evaluating impact 

 

   e) Staff Development and Training  
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- Identifying staff training needs through performance reviews 

- Providing targeted professional development opportunities 

- Promoting a culture of shared learning and innovation 

 

   f) Learner Feedback  

 

- Regular surveys on learner satisfaction and experience 

- Focus groups and learner forums 

- Analysing feedback to inform quality improvements 

 

   g) Stakeholder Engagement  

 

- Building partnerships with employers, community groups, and regulators 

- Seeking feedback from external stakeholders about centre performance 

 

  

 

  10.6 Monitoring and Reporting  

 

-  Key Performance Indicators (KPIs):  Establishing measurable indicators such as 

retention rates, achievement levels, learner satisfaction scores, and compliance metrics. 
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-  Data Analysis:  Regular review of quantitative and qualitative data. 

-  Management Reports:  Summarizing QA activities, findings, and improvement 

actions. 

-  Review Meetings:  Quarterly or semi-annual QA meetings involving staff and 

management. 

-  External Reviews:  Preparation for inspections and audits, acting on 

recommendations. 

 

  

 

  10.7 Continuous Improvement  

 

- Creating a culture where quality is everyone's responsibility 

- Encouraging innovation, creativity, and best practice sharing 

- Regularly reviewing policies, procedures, and standards 

- Celebrating successes and learning from challenges 

 

  

 

  10.8 Roles and Responsibilities  

 

-  Senior Management:  Provide leadership, allocate resources, review QA reports, and 

set improvement priorities. 
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-  Quality Manager/Coordinator:  Coordinate QA activities, maintain documentation, and 

facilitate staff development. 

-  Course Tutors/Assessors:  Deliver quality teaching and assessment, participate in 

observations, and contribute to evaluations. 

-  Learners:  Engage actively in feedback processes and contribute to quality 

discussions. 

-  External Bodies:  Provide validation, accreditation, and benchmarking. 

 

  

 

  10.9 Documentation and Record Keeping  

 

All QA activities, including self-assessment reports, audit findings, improvement plans, 

and review minutes, are documented securely and stored for accountability, audit, and 

continuous improvement purposes. 

 

  

 

  10.10 Review and Evaluation  

 

This QA Strategy is reviewed annually to ensure it remains relevant, effective, and 

responsive to evolving standards, learner needs, and industry developments. Feedback 

from staff, learners, and external agencies informs updates to the strategy. 
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  10.11 Conclusion  

 

 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) is 

dedicated to fostering a culture of high-quality delivery through systematic, evidence-

based quality assurance practices. Our strategy ensures ongoing enhancement of our 

standards, supports staff development, and ultimately provides learners with a 

rewarding and successful educational experience. 

 

  

 

    11. Internal Quality Assurance Sampling Plan  

 

  11.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we are committed to maintaining high standards of teaching, assessment, and learning 

through effective internal quality assurance (IQA). The Sampling Plan is a systematic 

approach to monitor and evaluate the quality of assessment practices, ensuring 

consistency, accuracy, and compliance with regulatory and awarding body 

requirements. 

 

This plan provides a structured framework for sampling assessments, teaching 

sessions, and learner work, enabling us to identify strengths and areas for improvement 

and to ensure fairness and standards across all programmes. 
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  11.2 Purpose  

 

The purpose of this Sampling Plan is to: 

 

- Provide a clear, consistent approach for selecting samples of assessment and 

teaching activities. 

- Ensure that assessments are valid, reliable, and conducted according to policies and 

standards. 

- Verify the accuracy and consistency of grading and feedback. 

- Promote continuous improvement in teaching and assessment practices. 

- Maintain compliance with external quality assurance requirements. 

 

  

 

  11.3 Scope  

 

The sampling plan covers: 

 

- Assessment decisions and evidence (e.g., coursework, practical assessments, exams) 

- Observation of teaching and learning sessions 

- Learner feedback and progress reviews 
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- Internal verification activities 

- Administrative records related to assessment and learner progress 

 

It applies to all programmes, courses, and assessors within the centre. 

 

  

 

  11.4 Sampling Principles  

 

-  Risk-Based Approach:  Focus on higher-risk areas, such as new assessors, complex 

assessments, or courses with historically inconsistent standards. 

-  Random Sampling:  Select assessments randomly within identified risk areas to 

ensure objectivity. 

-  Coverage:  Ensure sampling across different assessors, learners, assessment types, 

and timeframes. 

-  Sample Size:  Determine based on the size of the cohort, assessment complexity, 

and previous findings, following best practice guidelines (e.g., 10-20% of assessments 

or a minimum number per course). 

 

  

 

  11.5 Sampling Procedures  

 

 a) Selection of Samples  
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- Review assessment plans to identify assessments due for sampling. 

- Use random or targeted sampling techniques to select evidence, ensuring broad 

coverage. 

- Include a mix of high-stakes assessments, practical tasks, and coursework. 

 

 b) Observation of Teaching  

 

- Schedule observations of teaching sessions, focusing on key activities, diverse 

groups, and new staff. 

- Use standard observation checklists aligned with teaching standards. 

 

 c) Review of Learner Work  

 

- Examine a representative sample of learner assessments, portfolios, and progress 

records. 

- Verify that assessments meet criteria, standards, and awarding body requirements. 

 

 d) Internal Verification  

 

- Assessors’ marking and feedback are reviewed by qualified internal verifiers. 

- Review the consistency of grading and adherence to assessment criteria. 
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  11.6 Documentation and Record Keeping  

 

- Maintain a  Sampling Log  recording details of each sample, including: 

  - Date of sampling 

  - Assessor and learner involved 

  - Assessment type and criteria 

  - Findings and recommendations 

  - Actions taken and deadlines 

 

- All findings are documented and stored securely for audit and review purposes. 

 

  

 

  11.7 Feedback and Follow-Up  

 

- Feedback is provided to assessors and staff following sampling activities. 

- Any issues identified are addressed through coaching, training, or policy updates. 

- Follow-up sampling or reviews are scheduled as needed to verify improvements. 
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  11.8 Monitoring and Review  

 

- The sampling plan is reviewed annually to ensure it remains effective and relevant. 

- Adjustments are made based on previous findings, emerging risks, and feedback. 

- Reports on sampling outcomes are presented to senior management and used to 

inform the overall quality assurance strategy. 

 

  

11.9 Sample Plan Sample Table (Example) 

 

 

The following table outlines the internal and external quality assurance sampling 

strategy for various assessment areas. 

 

 

Assessment 

Area Sample Size 

Sampling 

Method Frequency 

Responsible 

Person Notes 

Coursework 10 

assessments 

Random 

selection 

Monthly Internal 

Verifier 

Focus on 

new 

assessors 

Practical 

Tasks 

5 

assessments 

Targeted 

selection 

Bi-monthly Course Tutor Complex 

activities 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

Assessment 

Area Sample Size 

Sampling 

Method Frequency 

Responsible 

Person Notes 

Exams All exam 

papers 

reviewed 

Full 

review 

Annually External 

Examiner 

Focus on 

marking 

consistency 

Teaching 

Observation 

4 sessions Random 

selection 

Quarterly Quality 

Coordinator 

Focus on 

new staff 

 

 

Note: This plan should be reviewed annually to ensure it remains fit for purpose and 

aligned with awarding body requirements. 

 

  

 

  11.10 Conclusion  

 

The Internal Quality Assurance Sampling Plan is a vital component of our commitment 

to maintaining high standards and continuous improvement. Through systematic 

sampling, we can ensure assessment integrity, consistency, and fairness, providing 

confidence to learners, staff, and external regulators. 

 

    12. Assessment Policies and Procedures  

 

  12.1 Introduction  
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At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

assessment is a fundamental component of our quality assurance framework, ensuring 

that learners’ achievements are accurately recognised and that standards are 

maintained. Our Assessment Policies and Procedures establish clear, consistent, and 

fair processes for planning, conducting, and reviewing assessments across all 

programmes. 

 

This document supports staff in implementing assessments that are valid, reliable, and 

compliant with awarding body requirements, while providing learners with transparent 

information about assessment methods, expectations, and support. 

 

  

 

  12.2 Purpose  

 

The purpose of this policy is to: 

 

- Ensure assessments are aligned with learning outcomes and standards. 

- Promote fairness, consistency, and validity in assessment practices. 

- Clarify roles and responsibilities related to assessment. 

- Provide guidance on assessment planning, conduct, and feedback. 

- Support continuous improvement through evaluation and review. 
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  12.3 Scope  

 

This policy applies to all assessment activities, including: 

 

- Coursework, projects, and assignments 

- Practical assessments and observations 

- Written and oral examinations 

- On-the-spot assessments 

- Internal verification and sampling 

 

It applies to all assessors, learners, and support staff involved in assessment 

processes. 

 

  

 

  12.4 Principles of Assessment  

 

Our assessment approach is based on the following principles: 

 

-  Validity:  Assessments measure what they are intended to. 

-  Reliability:  Assessments produce consistent results over time and across assessors. 

-  Fairness:  All learners are assessed equitably, with reasonable adjustments where 

applicable. 
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-  Authenticity:  Learners produce evidence that is their own work. 

-  Transparency:  Assessment requirements, criteria, and feedback are clear. 

-  Inclusivity:  Assessments accommodate diverse needs and learning styles. 

 

  

 

  12.5 Assessment Planning  

 

-  Assessment Strategy:  An assessment plan is developed for each course, outlining 

assessment methods, timings, and responsibilities. 

-  Assessment Criteria:  Clear, measurable criteria aligned with learning outcomes and 

qualification standards are established. 

-  Assessment Schedule:  Timelines are set to ensure assessments are conducted 

promptly, with opportunities for learners to resit or resubmit where applicable. 

-  Learner Preparation:  Learners are informed of assessment requirements, criteria, 

deadlines, and support available. 

 

  

 

  12.6 Conducting Assessments  

 

-  Assessment Environment:  Assessments are conducted in appropriate, secure, and 

conducive environments. 
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-  Assessment Methods:  Diverse methods are used to suit learning styles and 

assessment types. 

-  Support:  Reasonable adjustments and accommodations are provided to enable fair 

participation. 

-  Supervision:  Assessments are supervised or invigilated as required. 

-  Authenticity Checks:  Learners’ work is authenticated through witness statements, 

logs, or other verification methods. 

 

  

 

  12.7 Feedback and Record Keeping  

 

-  Feedback:  Constructive, timely feedback is provided to support learner progress and 

motivation. 

-  Record Maintenance:  Assessment results, feedback, and evidence are recorded 

accurately and securely. 

-  Learner Access:  Learners have access to their assessment records and are 

encouraged to review their progress. 

 

  

 

  12.8 Internal Verification  

 

-  Sampling:  A representative sample of assessed work is internally verified for 

accuracy, consistency, and compliance. 
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-  Verification:  Qualified internal verifiers review assessments, providing feedback and 

confirming grades. 

-  Standardisation:  Regular meetings and moderation activities ensure consistency 

across assessors and programmes. 

-  Documentation:  All verification activities are documented and retained for quality 

assurance purposes. 

 

  

 

  12.9 Resubmission and Reassessment  

 

- Learners are offered opportunities for resubmission or reassessment, subject to 

policies and deadlines. 

- Reassessments are conducted fairly and in accordance with qualification 

requirements. 

- Learners are informed of their rights and expectations regarding resubmissions. 

 

  

 

  12.10 Malpractice and Maladministration in Assessment  

 

- Any suspected malpractice during assessment (e.g., collusion, cheating, falsification) 

is reported and investigated following the Malpractice Policy. 

- Learners found guilty of malpractice may face sanctions, including disqualification from 

the assessment or qualification. 
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  12.11 Appeals and Reviews  

 

- Learners dissatisfied with assessment decisions or feedback can use the centre’s 

Appeals Policy. 

- Appeals are handled impartially, with decisions communicated in writing within agreed 

timescales. 

 

  

 

  12.12 Staff Responsibilities  

 

- Ensure assessments are planned, conducted, and marked in accordance with policies. 

- Maintain integrity and impartiality. 

- Participate in standardisation and training activities. 

- Keep accurate records of assessment decisions. 

 

  

 

  12.13 Review and Continuous Improvement  
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- Assessment policies and practices are reviewed annually. 

- Feedback from learners, staff, and external audits informs improvements. 

- Innovations and best practices are incorporated to enhance assessment effectiveness. 

 

  

 

  12.14 Conclusion  

 

 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) is 

dedicated to delivering fair, valid, and reliable assessments that accurately reflect 

learners’ achievements. Our Assessment Policies and Procedures promote 

consistency, transparency, and continuous quality enhancement, ensuring learners are 

supported and assessed to the highest standards. 

 

  

 

    13. Scheme of Work and Delivery Plan  

 

  13.1 Introduction  

 

The Scheme of Work and Delivery Plan provides a structured outline of the teaching 

and assessment schedule for a specific course or qualification. It ensures that learning 

activities are sequenced appropriately, resources are allocated effectively, and learners 

achieve the intended learning outcomes within the designated timeframe. 
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  13.2 Purpose  

 

The purpose of this document is to: 

 

- Organise content, teaching methods, and assessment points. 

- Ensure coverage of all learning outcomes. 

- Support consistent delivery across sessions and trainers. 

- Facilitate monitoring of progress and achievement. 

- Enable effective planning and resource allocation. 

 

  

13.3 Course Details 

 

 

Item Details 

Course Title Insert course/qualification name 

Course Code Insert course code 

Level e.g., Level 2, Level 3 

Duration e.g., 12 weeks, 6 months 

Delivery Mode e.g., classroom, blended, online 

Number of Sessions Total number of sessions 
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Start Date dd/mm/yyyy 

End Date dd/mm/yyyy 

 

 

 

13.4 Structure of the Scheme of Work 

 

 

Wee

k 

Sessi

on 

Date 

Learnin

g 

Outcom

es 

Content / 

Topics 

Teachin

g 

Method

s 

Resourc

es 

Assessm

ent Notes 

1 dd/mm LO1, 

LO2 

Introducti

on to 

topic 

Lecture, 

discussi

on 

Slides, 

handouts 

Quiz Set 

expectatio

ns 

2 dd/mm LO3 Deep 

dive into 

topic 

Practical 

activity 

Case 

studies 

Observatio

n 

Safety 

briefing 

3 dd/mm LO4 Applicatio

n of skills 

Group 

work 

Workshe

ets 

Portfolio Support 

needs 

 

 

  

 

  13.5 Delivery Methods  
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-  Lectures:  Presentation of theory and concepts. 

-  Practical Sessions:  Hands-on activities, demonstrations. 

-  Group Work:  Collaborative exercises to develop teamwork skills. 

-  Self-Directed Learning:  Independent research and assignments. 

-  Online Learning:  Virtual activities, webinars, e-learning modules. 

-  Assessment Activities:  Quizzes, assignments, projects, presentations. 

 

  

 

  13.6 Resources and Materials  

 

- Textbooks, handouts, and slides. 

- Equipment, tools, or software required. 

- Access to online platforms and learning environments. 

- Guest speakers or external visits (if applicable). 

 

  

 

  13.7 Monitoring and Review  

 

- Regular review of learner progress. 

- Feedback from learners on delivery effectiveness. 
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- Adjustments made to future sessions based on ongoing evaluation. 

 

13.8 Example Schedule Summary 

The following table outlines the curriculum schedule, focusing on core principles and 

practical applications over a three-week period. 

 

 

Week Focus Area 

Teaching 

Methods 

Assessment 

Focus Resources Notes 

1 Introduction & 

Overview 

Lecture & 

Discussion 

Participation Slides, 

handouts 

Ice-breaker 

activities 

2 Core 

Principles 

Workshop Quiz Case 

studies 

Group 

formation 

3 Practical 

Application 

Demonstration & 

Practice 

Observation Equipment Safety 

briefing 

 

 

Summary Guidelines 

Lecturers should ensure all resources (slides, case studies, and equipment) are 

prepared at least 72 hours before the start of each week. Participation and attendance 

are mandatory for the successful completion of the Practical Application phase. 

 

  13.9 Sign-Off  

 

 Course Tutor:  ___________________________   
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 Date:  ___________________________ 

 

  

 

    14. Staff Induction and CPD Policy and Procedure  

 

  14.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we are committed to supporting our staff through effective induction and ongoing 

professional development. This ensures high standards of teaching, assessment, and 

management, fostering a culture of continuous improvement, innovation, and 

excellence. 

 

This policy outlines our approach to inducting new staff and promoting continuous 

professional development (CPD) to enhance skills, knowledge, and performance. 

 

  

 

  14.2 Purpose  

 

The purpose of this policy is to: 

 

- Provide a structured induction process for new staff. 
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- Promote a culture of continuous learning and development. 

- Ensure staff are equipped with the necessary skills, knowledge, and awareness. 

- Support staff in fulfilling their roles effectively. 

- Comply with regulatory and quality assurance requirements. 

 

  

 

  14.3 Scope  

 

This policy applies to all staff, including full-time, part-time, temporary, and contracted 

personnel involved in teaching, assessment, support, and management roles. 

 

  

 

  14.4 Staff Induction Policy  

 

 Objectives:  

 

- Introduce new staff to the centre’s policies, procedures, values, and culture. 

- Clarify roles, responsibilities, and expectations. 

- Provide training on assessment standards, safeguarding, equality, and other key 

areas. 

- Facilitate integration into team and learner communities. 
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 Induction Procedures:  

 

1.  Pre-Start Preparation:  

   - Send welcome information, policies, and induction schedule. 

   - Arrange access to systems, resources, and facilities. 

 

2.  Induction Session(s):  

   - Centre values, mission, and culture. 

   - Policies and procedures (assessment, safeguarding, equality, health and safety). 

   - Roles and responsibilities. 

   - Use of IT systems and resources. 

   - Health & safety and emergency procedures. 

   - Expectations regarding conduct, attendance, and professionalism. 

   - Introduction to team members and learners. 

 

3.  Ongoing Support:  

   - Mentoring or coaching from line managers. 

   - Regular check-ins during the initial probation period. 

   - Feedback collection to improve induction. 

 

4.  Documentation:  
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   - Completion of an Induction Checklist. 

   - Recording of training attendance and feedback. 

 

  

 

  14.5 Continuing Professional Development (CPD) Policy  

 

 Objectives:  

 

- Support staff in maintaining and enhancing their professional skills. 

- Ensure compliance with regulatory requirements and sector standards. 

- Promote a culture of lifelong learning and innovation. 

- Address identified training needs through targeted development. 

 

 CPD Procedures:  

 

1.  Needs Analysis:  

   - Conduct annual performance reviews. 

   - Gather staff feedback and self-assessment. 

   - Identify skills gaps and training priorities. 

 

2.  Planning and Approval:  
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   - Develop individual CPD plans aligned with centre objectives. 

   - Seek managerial approval and allocate resources. 

 

3.  Training and Development Opportunities:  

   - Formal training courses, workshops, webinars. 

   - Peer observations, coaching, and mentoring. 

   - Attendance at sector conferences or networking events. 

   - Access to online learning platforms. 

 

4.  Recording and Reflection:  

   - Staff record CPD activities in a personal development log. 

   - Reflect on learning and application to practice. 

 

5.  Evaluation:  

   - Review the impact of CPD on performance and practice. 

   - Incorporate feedback into future planning. 

 

6.  Revalidation and Certification:  

   - Maintain records of accredited CPD activities. 

   - Ensure compliance with professional registration requirements. 
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  14.6 Roles and Responsibilities  

 

-  Management:  Facilitate induction, allocate resources, approve CPD plans, and 

monitor effectiveness. 

-  Line Managers:  Support individual development, conduct performance reviews, and 

provide feedback. 

-  Staff:  Engage actively in induction and CPD, maintain records, and apply learning to 

practice. 

-  HR/Training Coordinator:  Coordinate training provision, maintain records, and 

evaluate outcomes. 

 

  

 

  14.7 Monitoring and Review  

 

- The induction and CPD policies are reviewed annually. 

- Feedback from staff and managers informs continuous improvement. 

- Records of induction and CPD activities are regularly audited. 

 

  

 

  14.8 Confidentiality and Data Management  

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

 

All records related to induction and CPD are maintained securely, respecting data 

protection regulations. 

 

  

 

  14.9 Conclusion  

 

 City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) is 

dedicated to investing in our staff through comprehensive induction and ongoing 

professional development. This policy ensures staff are well-equipped, motivated, and 

aligned with our mission to deliver high-quality education and training. 

 

  

 

    15. Records of Team/Standardisation Meetings  

 

  15.1 Introduction  

 

Maintaining accurate records of team and standardisation meetings is essential for 

ensuring effective communication, consistency in assessment and teaching practices, 

and continuous improvement. These records provide evidence of discussions, 

decisions, and actions taken to uphold quality standards. 
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  15.2 Purpose  

 

The purpose of these records is to: 

 

- Document agenda items, discussions, and outcomes. 

- Track agreed actions and responsibilities. 

- Demonstrate compliance with internal and external quality assurance requirements. 

- Support ongoing review and improvement processes. 

 

  

 

 15.3 Meeting Details 

This document records the specific logistical details for the scheduled meeting. 

 

 

Meeting Date dd/mm/yyyy 

Location e.g., Conference Room A 

Time e.g., 10:00 - 12:00 

Attendees List of attendees, e.g., assessors, managers, coordinators 

Chairperson Name 
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Additional Notes 

Please ensure all attendees have reviewed the previous minutes and are prepared for 

the discussion points. 

 

  15.4 Agenda Items  

 

- Review of assessment standards and moderation outcomes 

- Updates on learner progress and achievement 

- Standardisation activities and calibration 

- Policy updates and compliance issues 

- Training and development needs 

- Feedback from learners and staff 

- Review of internal audit findings 

- Any other business 

 

 

Meeting Minutes 

 

Date: 12 January 2026 

Subject: 15.5 Assessment and Feedback Review 
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Meeting Overview 

The meeting was convened to discuss assessment standardisation and review current 

learner feedback to ensure quality assurance across the department. 

 

Agenda Items and Actions 

Agenda Item 

Discussion 

Summary 

Decisions 

Made 

Actions 

Required 

Responsible 

Person Deadline 

Assessment 

Standardisation 

Discussed 

grading 

consistency 

across 

assessors 

to ensure 

fairness 

and 

compliance. 

Agreed to 

standardise 

grading 

criteria 

across all 

modules. 

Organise 

calibration 

session for 

the 

assessment 

team. 

Lead 

Assessor 

20/01/2026 

Learner 

Feedback 

Feedback 

was 

generally 

positive 

regarding 

support; 

however, 

some 

learners 

raised 

concerns 

Review 

and 

balance 

workload 

distribution 

for the 

upcoming 

term. 

Adjust 

official 

timetable to 

spread out 

assignment 

deadlines. 

Course 

Coordinator 

25/01/2026 
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Agenda Item 

Discussion 

Summary 

Decisions 

Made 

Actions 

Required 

Responsible 

Person Deadline 

about 

workload 

spikes. 

Resource 

Allocation 

Evaluated 

the need for 

additional 

digital 

learning 

tools. 

Approved 

the 

purchase 

of 

secondary 

licenses for 

simulation 

software. 

Procure 

licenses 

and 

distribute 

login 

credentials. 

IT Support 30/01/2026 

 

 

Next Meeting 

The next review meeting is scheduled for the first Monday of next month to track the 

progress of the calibration session. 

 

  

 

  15.6 Follow-Up and Monitoring  

 

- Actions assigned during the meeting are recorded with deadlines. 

- Responsible persons are accountable for completing actions. 

- Follow-up meetings review progress on actions and evaluate effectiveness. 
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  15.7 Record Storage and Access  

 

- Minutes are stored securely in the centre’s quality assurance system. 

- Access is restricted to relevant staff. 

- Minutes are available for external audits or inspections upon request. 

 

  

 

  15.8 Review and Approval  

 

- Minutes are reviewed and approved by the Chairperson. 

- A copy of the minutes is circulated to all attendees and relevant staff. 

 

15.9 Sample Template: Minutes of 

Team/Standardisation Meeting 

 

Date: dd/mm/yyyy 

Location: Location 

Time: Time 

Attendees: Names 
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Chair: Name 

 

Agenda Items & Minutes 

Item Discussion/Notes Decisions 

Actions & 

Responsible 

Person Deadline 

Assessment 

Consistency 

Reviewed recent 

assessments; 

identified 

discrepancies 

Agreement to 

standardise 

marking 

criteria 

Prepare 

calibration 

materials; Lead 

Assessor 

dd/mm/yyyy 

Learner 

Feedback 

Feedback collected; 

some concerns 

raised 

Action plan to 

review 

workload 

Course Leader dd/mm/yyyy 

New Item Detail Detail Name dd/mm/yyyy 

 

 

(Add more rows as needed) 

 

Next Meeting Scheduled for: dd/mm/yyyy 

 

 

    16. Learner Data Sharing Agreement  

 

  Introduction  
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This Data Sharing Agreement outlines the terms and conditions under which  City of 

Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) and the 

learner agree to share and process personal data in accordance with data protection 

legislation, including the General Data Protection Regulation (GDPR) and the Data 

Protection Act 2018. The purpose of sharing data is to facilitate assessment, 

certification, progress tracking, and Centre administration. 

 

  

 

  1. Purpose of Data Sharing  

 

The centre will collect, store, and process learner personal data for the following 

purposes: 

 

- Registering and maintaining learner records. 

- Assessing and awarding qualifications. 

- Communicating with learners regarding their progress, results, and centre updates. 

- Complying with regulatory and funding requirements. 

- Supporting learner welfare and support services. 

 

  

 

  2. Types of Data Shared  
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The data to be shared may include: 

 

- Full name 

- Date of birth 

- Contact details (address, phone number, email) 

- National Insurance number or equivalent 

- Academic records and assessment results 

- Attendance records 

- Photograph (if applicable) 

- Any medical or support needs (if provided voluntarily) 

 

  

 

  3. Data Sharing Responsibilities  

 

 The Centre agrees to:  

 

- Collect, process, and store learner data securely and lawfully. 

- Use data solely for the purposes outlined in this agreement. 

- Maintain confidentiality and restrict access to authorized personnel. 

- Share data only with relevant external bodies (e.g., awarding organizations, 

regulators) where legally required. 
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- Respect learner rights regarding data access, correction, and erasure. 

 

 The Learner agrees to:  

 

- Provide accurate and complete information. 

- Notify the centre of any changes to personal details. 

- Understand how their data will be used and their rights under data protection laws. 

 

  

 

  4. Data Security and Confidentiality  

 

- Data will be stored electronically and physically in secure locations. 

- Access to personal data is restricted to authorized staff. 

- Data will be retained only as long as necessary for the purpose of qualification and 

compliance. 

- Data breaches or concerns must be reported immediately to the Data Protection 

Officer (DPO). 

 

  

 

  5. Data Sharing with External Bodies  
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- The centre may share data with external agencies such as awarding bodies, 

regulators, or funding bodies for verification, certification, or compliance purposes. 

- Data sharing will comply with applicable data protection laws and regulations. 

- External recipients are bound by confidentiality and data protection obligations. 

 

  

 

  6. Data Subject Rights  

 

Learners have rights regarding their personal data, including: 

 

- The right to access their data. 

- The right to request correction or deletion. 

- The right to withdraw consent (where applicable). 

- The right to data portability. 

- The right to lodge a complaint with the Information Commissioner’s Office (ICO). 

 

 Learners are encouraged to contact the Data Protection Officer for any data-related 

queries.  

 

  

 

  7. Consent  
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By signing this agreement, the learner: 

 

- Consents to the collection, processing, and sharing of their personal data as 

described. 

- Acknowledges understanding of their rights under data protection legislation. 

- Understands that withdrawal of consent may affect their ability to access certain 

services or qualifications. 

 

  

 

  8. Duration  

 

This agreement remains valid for the duration of the learner’s engagement with the 

centre, including any periods of assessment, certification, and post-completion data 

retention as required by law. 

 

  

 

  9. Signatures  

 

 Learner:  
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Signature: ___________________________   

Name: _______________________________   

Date: ________________________________ 

 

 Centre Representative:  

 

Signature: ___________________________   

Name/Role: ___________________________   

Date: ________________________________ 

 

    17. Learner Induction Policy and Procedure  

 

  17.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we believe that a structured and comprehensive induction is vital to supporting learners’ 

successful engagement, adjusting to the learning environment, and understanding their 

rights and responsibilities. Our Learner Induction Policy and Procedure ensure that all 

new learners are welcomed, informed, and equipped with the necessary information to 

begin their learning journey confidently. 

 

  

 

  17.2 Purpose  
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The purpose of this policy is to: 

 

- Provide a clear and consistent induction process for all new learners. 

- Introduce learners to the centre’s policies, procedures, and expectations. 

- Ensure learners understand their rights, responsibilities, and available support. 

- Promote learner engagement and motivation from the outset. 

- Support a positive learning environment. 

 

  

 

  17.3 Scope  

 

This policy applies to all new learners enrolling in courses at  City of Westminster 

Crowns Honour Private Leadership Education (CWCHPLEDU), including full-time, part-

time, online, and blended learning programmes. 

 

  

 

  17.4 Learner Induction Procedure  

 

 Step 1: Pre-Arrival Preparation  
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- Send welcome information to learners before their start date, including joining 

instructions, course details, and key policies. 

- Prepare induction materials and resources. 

 

 Step 2: Welcome and Orientation Session  

 

- Greet learners upon arrival (or virtually if online). 

- Introduce learners to the centre’s mission, values, and culture. 

- Provide an overview of the course/programme structure, timetable, and key 

milestones. 

- Introduce staff and peer groups. 

 

 Step 3: Policies and Procedures  

 

- Explain key policies, including: 

  - Equality and Diversity 

  - Health and Safety 

  - Safeguarding and Welfare 

  - Assessment and Feedback 

  - Data Protection and Confidentiality 

  - Attendance and Punctuality 

  - Behaviour and Conduct 
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 Step 4: Administrative and Support Information  

 

- Register learners’ details and issue ID cards or login credentials. 

- Explain support services available (e.g., pastoral care, learning support, career 

advice). 

- Demonstrate how to access learning resources and online platforms. 

- Discuss assessment procedures, feedback, and progress tracking. 

 

 Step 5: Health and Safety and Welfare  

 

- Conduct safety briefings (fire procedures, emergency exits). 

- Gather any relevant medical or support needs information. 

- Explain safeguarding procedures and reporting mechanisms. 

 

 Step 6: Expectations and Responsibilities  

 

- Clarify learner responsibilities regarding attendance, participation, and conduct. 

- Set expectations around deadlines, coursework, and behaviour. 

 

 Step 7: Feedback and Questions  

 

- Encourage learners to ask questions. 
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- Provide contact details for key staff and support services. 

- Distribute learner handbooks or induction packs. 

 

 Step 8: Follow-Up  

 

- Conduct informal check-ins during the first few weeks. 

- Gather feedback on the induction process for continuous improvement. 

 

  

 

  17.5 Responsibilities  

 

-  Centre Staff:  Plan and deliver induction sessions, support learners, and ensure clarity 

of information. 

-  Course Tutors:  Reinforce induction content during initial sessions. 

-  Learners:  Engage actively in induction activities and seek support if needed. 

-  Management:  Oversee induction process and review its effectiveness annually. 

 

  

 

  17.6 Monitoring and Review  
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- Collect feedback from learners regarding the induction experience. 

- Review and update induction materials regularly. 

- Use feedback to improve the process and address any identified gaps. 

 

  

 

  17.7 Documentation  

 

- Record attendance at induction sessions. 

- Maintain records of key information provided and learner acknowledgments. 

- Store feedback data securely for quality assurance. 

 

  

 

  17.8 Conclusion  

 

A comprehensive learner induction helps establish a positive learning environment, sets 

clear expectations, and equips learners with the information they need to succeed. At  

City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), we 

are committed to delivering induction processes that support learner engagement, well-

being, and achievement. 
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    18. Registration and Certification Policy and Procedure  

 

  18.1 Introduction  

 

At  City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

effective registration and certification processes are essential to ensuring learners’ 

achievements are recognised accurately and efficiently. This policy outlines the 

procedures for registering learners with relevant awarding bodies and issuing 

certifications upon successful completion of courses or qualifications. 

 

  

 

  18.2 Purpose  

 

The purpose of this policy is to: 

 

- Ensure all learners are correctly registered for their courses. 

- Facilitate timely and accurate certification of learner achievements. 

- Comply with regulatory, quality assurance, and awarding body requirements. 

- Maintain accurate records of learner registration and certification status. 
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  18.3 Scope  

 

This policy applies to all courses, qualifications, and learners registered at City of 

Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), including 

full-time, part-time, online, and blended learning programmes. 

 

  

 

  18.4 Registration Procedures  

 

 Step 1: Learner Enrollment  

 

- Confirm learner acceptance and complete registration documentation. 

- Verify learner identity and eligibility. 

- Collect necessary personal and contact information. 

- Issue learner ID number or registration reference. 

 

 Step 2: Submission to Awarding Bodies  

 

- Complete and submit registration forms or online registration via the awarding body 

portal. 

- Ensure accurate entry of learner details, course information, and relevant data. 
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- Pay any applicable registration fees within set deadlines. 

 

 Step 3: Confirmation  

 

- Obtain and archive registration confirmation or reference number. 

- Notify learners of their registration status and provide certification timelines. 

 

  

 

  18.5 Certification Procedures  

 

 Step 1: Course Completion and Assessment  

 

- Confirm all assessments are completed and meet quality standards. 

- Conduct internal verification of assessment decisions. 

- Record achievement details accurately. 

 

 Step 2: Certification Application  

 

- Complete certification request forms, including learner details and assessment 

evidence. 

- Submit certification claims to the awarding body within specified timeframes. 
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 Step 3: Verification and Approval  

 

- Awarding body reviews and verifies certification claims. 

- Address any queries or issues raised during verification. 

 

 Step 4: Certificate Issuance  

 

- Receive certificates from the awarding body. 

- Distribute certificates to learners promptly. 

- Record certification details in learner records. 

 

  

 

  18.6 Records Management  

 

- Maintain secure records of learner registration, assessment, and certification 

documentation. 

- Store records for the period required by regulatory and awarding body standards. 

- Ensure data accuracy and confidentiality. 
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  18.7 Responsibilities  

 

-  Centre Staff:  Facilitate registration, submission, and certification processes. 

-  Assessors:  Ensure assessment decisions are valid and documented. 

-  Administration Staff:  Manage records, submissions, and certification distribution. 

-  Learners:  Provide accurate information and collect certificates upon completion. 

 

  

 

  18.8 Timelines  

 

- Registration submissions are made within the specified deadlines (usually within 10 

working days of registration). 

- Certificates are issued within the timeframe stipulated by the awarding body (often 

within 4-6 weeks of final assessment). 

 

  

 

  18.9 Quality Assurance  

 

- Regularly audit registration and certification processes. 

- Address any delays or issues promptly. 
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- Ensure compliance with all external regulatory and awarding body standards. 

 

  

 

  18.10 Non-Compliance and Disputes  

 

- Any discrepancies or disputes regarding certification are investigated and resolved 

following the centre’s Complaints and Appeals policies. 

- Learners are informed of their right to appeal or seek clarification. 

 

  

 

  18.11 Review and Continuous Improvement  

 

- The registration and certification procedures are reviewed annually. 

- Feedback from staff and learners informs updates and improvements. 

 

  

 

  18.12 Conclusion  

 

City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU) is 

committed to delivering accurate, timely, and compliant registration and certification 

mailto:info@cwchpledu.co.uk
http://www.cwchpledu.co.uk/


Our Values | Inclusivity | Life-Long Learning  

Telephone: 02030167661 | Email: info@cwchpledu.co.uk | Website: www.cwchpledu.co.uk 

| Address: 167-169 Great Portland Street, 5th Floor, London, United Kingdom, W1W 5PF | 

UKRLP: 10100336  

processes that recognise learners’ achievements and uphold the integrity of 

qualifications awarded. 

 

  

 

    19. Learner Guidance on Academic Integrity and AI Use  

 

  Introduction  

 

At City of Westminster Crowns Honour Private Leadership Education (CWCHPLEDU), 

we are committed to fostering an environment of honesty, fairness, and respect for 

intellectual property. This guidance explains the importance of academic integrity, the 

appropriate use of Artificial Intelligence (AI) tools, and how learners can uphold high 

standards in their work. 

 

  

 

  What is Academic Integrity?  

 

Academic integrity means maintaining honesty and ethical standards in all academic 

work. It involves producing original work, citing sources correctly, and avoiding 

dishonest behaviors such as cheating, plagiarism, or falsification. 
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  Why is Academic Integrity Important?  

 

- Ensures your work is your own and reflects your true abilities. 

- Upholds the reputation of the centre and qualifications. 

- Prepares you for professional practice and ethical standards. 

- Helps you develop critical thinking and independent learning skills. 

 

  

 

  Guidelines for Maintaining Academic Integrity  

 

1.  Original Work:    

   Always produce your own work and avoid copying from others without 

acknowledgment. 

 

2.  Proper Referencing:    

   Cite sources correctly following the required referencing style (e.g., Harvard, APA). 

 

3.  Collaboration:    

   Work collaboratively only when permitted. Clarify with your tutor if unsure. 

 

4.  Falsification:    
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   Do not falsify data, signatures, or any other information. 

 

5.  Submitting Work:    

   Submit only work that you have completed yourself, unless group work or joint 

submissions are explicitly allowed. 

 

6.  Use of External Assistance:    

   Seek guidance on acceptable support and avoid reliance on unapproved sources or 

services. 

 

  

 

  Guidelines for Appropriate AI (Artificial Intelligence) Use  

 

AI tools (such as language models, essay generators, or automated coding assistants) 

can be valuable learning aids if used ethically and responsibly. Here are key principles: 

 

1.  Learning Tool, Not a Shortcut:    

   Use AI to support understanding, idea generation, or drafting, but ensure final work is 

your own. 

 

2.  Avoid Plagiarism:    

   Do not submit AI-generated content as your own without acknowledgment. If using AI 

tools, cite or acknowledge their contribution as per your centre’s referencing policies. 
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3.  Maintain Academic Standards:    

   AI should supplement your learning, not replace your effort or understanding. 

 

4.  Follow Course and Centre Policies:    

   Always adhere to specific guidelines provided by your tutors regarding AI use. 

 

5.  Use Responsibly:    

   Do not use AI to cheat, plagiarize, or falsify work. Respect intellectual property rights. 

 

  

 

  Consequences of Breaching Academic Integrity  

 

Violations may include: 

 

- Disqualification of work or assessment. 

- Academic misconduct sanctions. 

- Disciplinary action in line with centre policies. 

- Impact on your academic record and reputation. 
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  Supporting Your Success  

 

- Seek guidance from tutors if unsure about referencing, collaboration, or AI use. 

- Use available resources and learning support. 

- Be honest about the assistance you receive. 

 

  

 

  Questions or Concerns  

 

If you are unsure about any aspect of academic integrity or AI use, contact your tutor or 

the centre’s Academic Integrity Coordinator for clarification. 

 

 

  Summary  

 

Upholding academic integrity means producing honest, original work and using AI tools 

ethically to enhance your learning. Doing so promotes fairness, respect, and your 

personal development. 
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20. Guidance on Registration with Companies House and Demonstrating Evidence 

of In-Country Business Operations and Educational Licence  

 

see attached our Companies House licence 

   

 

  1. Maintaining Compliance  

 

- Keep all registration documents, licences, and correspondence up to date. 

- Renew licences as required. 

- Maintain accurate records of business operations, staff, and student enrolments. 

 

 

Business Compliance Summary  

This document serves as a summary of essential registration and operational 

documentation required for business compliance in the UK. 

 

 

Item Evidence/Documentation 

Status 

(Completed/Pending) 

Company registration with 

Companies House 

Certificate of Incorporation Completed 

UK registered office address Lease agreement, utility 

bills 

Completed 
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Item Evidence/Documentation 

Status 

(Completed/Pending) 

In-country operational 

premises 

Lease or ownership 

documents 

Completed 

Business bank account Bank statements Completed 

HMRC registration Registration confirmation Completed 

Educational licence / 

accreditation (UKRLP) 

Copy of licence/certificate Completed 

Staff employment contracts Signed contracts Completed 

 

All physical copies are scanned and backed up securely in the company database. 
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