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This Induction Booklet should be used a guidance through your learning journey. You will 

receive this booklet after the confirmation of your registration. You must read it before the 

official Induction with your trainer/assessor is scheduled and ask questions if you require 

more information. 

This Booklet does not cover the induction process, it is just the first step of your induction as 

a learner/delegate of o99 Training Academy. 
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o99 Training Academy Introduction 

 

We are a training centre which provides accredited and non-accredited courses and 

qualification. 

We develop courses that help individuals prepare for and succeed at their certification exams 

with ease. Our unique, flexible approach to learning means you don’t have to put your life on 

hold to get certified. You can study full time and part time, from home, work and on the 

move; online and on mobile devices. 

The aim of o99 Training Academy is to ensure that all learners not only have a memorable 

experience with us but also receive appropriate and relevant training to enable them to 

achieve their employment and compliance objectives. 

Our objective is to reach out to all sectors of the industry by providing high quality, useful 

training courses that meet and exceed industry standards. 

Our founder has over 14 years’ experience in Construction and Health and Safety working on 

projects in a broad array of industries. 

Our company has strong relationships with major corporate clients due to the personalised 

and flexible service we offer that is unmatched in the industry. 

Our mission, vision and values 

 

Our mission is to help our learners to gain the skills they need to reach their full potential. 

• Learners first – we work hard to assist our learners in achieving their potential, inspiring 

and equipping them with the skills, knowledge and confidence to succeed. 

• Industry experts – all of our training courses, programs and qualifications are delivered 

by industry experts. Through our accreditation and membership of several industry 

association and bodies, we position ourselves at the forefront of the industry’s 

developments. Our structure allows us to deliver the most relevant and updated training 

programs and courses. 

We believe technology has paved the way for individuals and businesses all over the world to 

tap into high quality learning at their fingertips. To build new skills, update their expertise in 

a particular area, or develop their workforce to gain a competitive edge within the 

marketplace. 

Select a course now and prepare for the future you deserve. We are here for you! 

• We place the success and well-being of students and an outstanding learner experience at 

the heart of our choices, decisions, and priorities. 

• We have high expectations of ourselves, our learners and our partners and aim for 

excellence in all aspects of our work. 

• We value and recognise the skills and significant contribution made by all our staff, in 

achieving our goals. 

• We respect each other, promote equality, celebrate diversity and break down barriers to 

success. 

https://o99.co.uk/


• We act responsibly, with honesty, integrity, and openness, safeguarding the future health 

and success of our organisation. 

Read more about us and see our accreditations certificates on our website https://o99.co.uk  

Promoting British Values 

 

At o99 Training Academy we promote the fundamental British values. 

1. Democracy 

2. The rule of law 

3. Individual liberty 

4. Mutual respect for and tolerance of those with different faiths and beleifs 

During your learning journey with o99 Training Academy we expect you to gain: 

• An understanding of how citizens can influence decision-making through the 

democratic process 

• An appreciation that living under the rule of law protects individual citizens and is 

essential for their wellbeing and safety 

• An understanding that the freedom to choose and hold other faiths and beliefs is 

protected in law 

• An acceptance that other people having different faiths or beliefs to oneself (or having 

none) should be accepted and tolerated, and should not be the cause of prejudicial or 

discriminatory behaviour 

• An understanding of the importance of identifying and combating discrimination 

We will ban every person who doesn’t follow the British values, including our staff members 

and our learners. 

Booking process  

 

The booking process depends on the course/qualification method of delivery and is generally 

formed of two parts. 

The first part is you purchasing our service from our website. You can either buy the course 

directly from the website, or you can call us and one of our members will help you buying the 

course. After the registration is complete you will receive the Induction Booklet. You will 

also receive the initial assessment. 

The second part is the induction meeting that you will schedule with your trainer/assessor or 

another member of staff. The induction will be registered for quality and monitoring 

purposes. Also, during the induction you will receive your Individual Learning Plan and you 

can discuss further with your assessor. The induction is mandatory for all our courses and 

qualifications. 

 

 

 

https://o99.co.uk/


 

The process for courses/qualification taught online, blending learning or NVQs: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Read the information on our 

website or contact us by phone, 

mobile or e-mail. Client purchase 

a course, invoice is generated 

 

If the Portfolio of Evidence needs 

more information to be 

submitted the learner will be 

asked to provide the required 

evidence. 

 

 

 

 

Client will be contacted to start the 

registration process. Client will 

receive the `Learner Registration 

Form`, the appropriate initial 

assessment and Induction Booklet 

 

Client found eligible. Configure 

client in the Portal. Schedule 

induction with the Assessor. 

Start the course. Client become 

learner 

 

Assessor confirmed learner 

passed. The Portfolio of Evidence 

will be sent to the internal 

moderator. 

 

Non-

eligible/failed 

initial assessment, 

the client will be 

refunded 

 

Certificate will arrive in our office 

and will be send to the learner. 

 

 

 

 

The Portfolio of Evidence will be 

sent to the Awarding Body for 

external moderation and claim 

the certificate. 

 

 

 

 



 

Booking process for CITB/SSP courses and other classroom courses: 

 

 

Data Protection and Privacy Policy 

 

We at o99 Training Academy comply with the legal requirements regarding data processed. 

Our Data Protection Policy and Privacy Policy is designed to meet both the Data Protection 

Act Data Protection Regulation which took effect from May 2018. 

We are registered with Information Commissioner’s Office as a personal data controller, 

under reference number ZA426068. 

Under the Data Protection legislation, data subjects have the following rights with regards to 

their personal information: 

 

✓ the right to be informed about the collection and the use of their personal data 

✓ the right to access personal data and supplementary information 

Client requests training  

Date confirmation and Purchase order received from a client 

Learner/Delegate Registration Form is 

sent out to the client  

Training is delivered 

Register course with CITB (5 days prior 

start date). Register other classroom 

courses 

Training room, Trainer and Equipment 

is booked 

Outcome of the course is registered on 

CITB website/o99 Portal 

Internal moderation process and 

claiming certificates 

Certificates arrive in our office  

Certificate is sent to client  



✓ the right to have inaccurate personal data rectified, or completed if it is incomplete 

✓ the right to erasure (to be forgotten) in certain circumstances 

✓ the right to restrict processing in certain circumstances 

✓ the right to data portability, which allows the data subject to obtain and reuse their 

personal data for their own purposes across different services 

✓ the right to object to processing in certain circumstances 

✓ rights in relation to automated decision making and profiling 

✓ the right to withdraw consent at any time (where relevant) 

✓ the right to complain to the Information Commissioner 

We have appointed a Data Protection Officer who is responsible to supervise our staff to 

comply with the Data Protection laws and to conduct audits to ensure compliance and address 

potential issues proactively. 

Once you made an order on our website you will be asked to read and accept our Data 

Protection Policy and Privacy Policy. You cannot order a course, qualification or service 

without reading, accepting and complying with them 

The Privacy Policy is available on our website by accessing this link: 

https://o99.co.uk/privacy-policy/ 

The Data protection Policy and Privacy Policy are also available on our Portal under the 

`Policies and Procedures` tab. 

If you have any queries related to your personal data, what data we collect, how we manage 

and store your data and why we do it, please send us an e-mail at privacy@o99.co.uk. 

You can also contact our DPO by filling our the form from `Contact Us` section 

https://o99.co.uk/contact-us/.  

We have also an FAQ section which can be accessed anytime on our website: 

https://o99.co.uk/faq/. 

Terms and Conditions and Learning Agreement  

 

Before finishing your order, you will be asked to read and accept our Terms and Conditions. 

You cannot place an order or enrol in a course/qualification without accepting and complying 

with our Terms and Conditions. 

Once you accept our Terms and Conditions you enter in a contract with o99 Training 

Academy. All the terms and conditions, your rights and obligations, our rights and 

obligations will be specified in the document.  

You can access our Terms and Conditions by following this link: https://o99.co.uk/terms-

and-conditions/ 

The Terms and Conditions are also available on our Portal under the `Policies and 

Procedures` tab. 

If you have any queries related to the Terms and Conditions please send us an e-mail at 

info@o99.co.uk. 

https://o99.co.uk/privacy-policy/
mailto:privacy@o99.co.uk
https://o99.co.uk/contact-us/
https://o99.co.uk/terms-and-conditions/
https://o99.co.uk/terms-and-conditions/
mailto:info@o99.co.uk


If you have any complaint, please send us an e-mail at support@o99.co.uk 

For some of the qualifications we deliver, we will ask you to sign an additional `Learning 

Agreement` which is designed to fulfil the requirement for that qualification. The Learning 

Agreement does not replace the Terms and Conditions but add more duties and clarifications 

for both parties. 

If you are not asked to sign a Learning Agreement don not worry. This mean that the Terms 

and Conditions are sufficient to cover the qualification requirements. 

Appeals and Complaints Policy and Procedure 

 

We are here to help you and offering you the best learning experience, tailored to your needs. 

However, nobody is perfect, so we have in place appropriate policies and procedures to make 

sure that if you have a concern, appeal or complaint we will offer your assistance. 

The Appeals and Complaints Policy and Procedure is available on our website and on our 

Portal under the `Policies and Procedures` Tab. 

o99 Training Academy is committed to offering a high standard of service to all customers, 

including learners. We aim to provide a service that is: 

• consultative and responsive; 

• open and informative; 

• prompt and efficient; 

• streamlined and manageable; 

No-one who was involved in the actions or behaviours complained against will be involved in 

determining the outcome of the complaint. If you have a comment about the quality of 

service, you have received from us we welcome your feedback and see this as an opportunity 

to improve our service. 

The first step is to try to resolve the appeal or complaint informally by talking directly with 

your tutor/assessor. 

If you are not able to sort it our informally you can raise an appeal or complaint by sending 

us an e-mail at support@o99.co.uk or filling out the contact form from our website. Your 

appeal/complaint will be investigated by the administration team and you will receive an 

answer within 10 working days. 

If you are not happy with the resolution that our administration team found, your 

appeal/complaint will be investigated by senior management staff. 

If you still unhappy, you have the right to raise a complaint to the Awarding Body that hold 

your course/qualification. 

You have also rights to complaint directly to Ofqual if you are unhappy with the Awarding 

Body resolution. 

mailto:support@o99.co.uk


Health and Safety Statement 

 

All the staff involved in the management, delivery, teaching, assessing and quality assurance 

of the regulated qualifications, CPD courses and non-regulated courses and learners 

undertaking these qualifications and courses, are fully aware of contents of the Health and 

Safety Policy. 

o99 Training Academy is committed to achieving high standards of health and safety. 

We expect, staff, learners, visitors and other third parties we work or our learner’s work for to 

share this commitment and to understand that they have legal and moral obligations to 

enforce and adhere to Health and Safety Regulations. 

The duties o99 Training Academy are to: 

• ensure that this Health & Safety Policy is implemented on a day-to-day basis and that 

sufficient resources are made available to achieve this 

• maintain adequate records in relation to staff and learner health & safety (e.g. Induction) 

Duties of all learner and course delegates 

Learners and course delegates have a duty to look after their own well being. They are held to 

be equally responsible for the health & safety of others or those who may be affected directly 

or indirectly by their behaviour on o99 Training Academy premises. 

They will: 

• Familiarise themselves with all health and safety information provided by o99 Training 

Academy 

and their employer 

• Follow and act upon any instructions that are given either verbally or in writing by a o99 

Training Academy member of staff in connection with health and safety. 

• Bring to the attention of a member of o99 Training Academy staff any difficulty in 

understanding health and safety information or instructions. 

• Co-operate fully at all times with the tutor to ensure that statutory obligations are met. 

• Report immediately to a member of o99 Training Academy staff any hazard, potential 

hazard, breakdowns in practice or procedures, unsafe conditions or defects to equipment 

which may affect health and safety in the workplace or training centre. 

• Report any accidents or incidents they are involved in. 

• Ensure that where necessary/required the relevant PPE is used in the interests of health and 

safety. 

• Advise their trainer/assessor of any personal difficulties associated with the use of any 

equipment provided. 

• Provide o99 Training Academy and their employer (where relevant) with any medical 

information which may affect personal health and safety or welfare. 



Portable electrical equipment is in use by o99 Training Academy. It is subjected to periodic 

inspection to ensure its continued safety in use. If any person identifies a worn cable, 

defective plug or any issue with electrical equipment which does not work correctly, it is their 

duty to report the hazard to their line manager, immediate supervisor or Centre 

Manager/Director/Owner. 

Fire alarms will be tested weekly by a member of o99 Training Academy staff. If a fire is 

discovered on o99 Training Academy premises: 

• Sound the alarm 

• Leave the building by the nearest exit and do not delay by collecting your belongings. 

• Go to the fire assembly point 

• Ring the Fire Service (dial 9 and then 999 from a company phone) 

• Do not re-enter the building until the ‘all clear’ is given 

• Trained staff who feel competent may wish to tackle a fire using the equipment provided 

but do not attempt to fight any fire in isolation. 

In the event of a person being injured and requiring first aid, a qualified first aider should be 

contacted. Smoking is only permitted in designated areas outside the premises. 

Personal Protective Equipment (PPE) is issued for protection where it is not possible to 

remove all the risks from a process or operation by other means. PPE does not remove all the 

risks and caution must still be exercised when carrying out an activity. 

In general, it is a requirement to: 

• wear or use PPE when it is required by legislation or code of practice 

• ensure that PPE is worn in accordance with any training or instruction that has been given 

• take reasonable care of PPE to ensure it remains in good condition 

• report any defects to your immediate supervisor as soon as they are noticed 

• ensure that others who may be affected by activities are either isolated from contact or are 

issued with temporary PPE  

o99 Training Academy will undertake risk assessments to identify significant hazards that 

may arise in the workplace. 

Trainers and assessors working on behalf of o99 Training Academy are responsible for 

conducting risk assessments on curriculum activities to ensure safety of the learners. 

Young people (under the age of 18) may be at greater risk due to factors such as a lack of 

maturity 

and experience.  Therefore, it is particularly important to undertake a risk assessment on 

activities to be undertaken by a young person. In addition a young person must not be asked 

to undertake activities beyond their physical or mental ability or where lack of experience and 

training would mean they are unlikely to recognise the risks. 



You can find the full content of our Health and Safety Policy either on our website or on our 

Portal at `Policies and Procedures` tab. 

Safeguarding Policy 

 

O99 Training Academy is strongly committed to practices that protect children, young people 

and vulnerable adults from abuse, neglect, or significant harm. Our staff recognise and accept 

their responsibilities to develop awareness of the risk and issues involved in safeguarding. 

o99 Training Academy will  seek  to  ensure,  where  reasonably  practicable,  that  the 

outcomes  set  out  in  ‘Every  Child  Matters’  are  extended  to  work-related  learning  and  

work-based situations, in particular that activities contribute to children and adults: 

• Being Healthy 

• Staying Safe 

• Enjoying and Achieving 

• Making a Positive Contribution 

• Achieving Economic Well-Being 

We operate a culture of vigilance and expects its staff to play their part in this. Staff are 

expected to highlight any poor practice or behaviour which could put a learner at risk whether 

this be that of a colleague, a learner, a member of the public or an employer to the Managing 

Director.  

All staff have a duty to act to ensure that the welfare of the learner is paramount. Any 

allegations against or concerns about poor practice or abuse by the Designated Safeguarding 

Lead should be referred to the Managing Director. Concerns related to the practices of staff 

are investigated by the Managing director with support from the Training Academy Manager. 

This is in line with legislative requirements. 

o99 Training Academy will provide information advice and guidance for learners with 

regards to this policy.  

The company has a responsibility to ensure safe recruitment and employment practices. New 

and existing staffs who frequently or intensively work with children, young people and 

vulnerable adults in training, supervision, advice, etc will be checked through the Home 

Office for criminal record information. All potential new employees will be subjected to pre-

employment checks.  

o99 Training Academy aims to meet legislative requirements and good practice in 

safeguarding. The statutory framework under which we operate includes the Children’s Act 

1989. This provides a legal framework for the protection of children and young people in the 

UK. The Protection of Children Act 1999 requires employers to carry out Criminal Record 

Checks before employees are allowed to come into contact with children. The Safeguarding 

Vulnerable Groups Act 2006 sets out the type of activity in relation to children and 

vulnerable adults for which employers and individuals will be subject. From 2008 Ofsted 

inspectors make a judgement on procedures for safeguarding learners meeting current 



government requirements. They comment on policy, procedures, vetting and training as 

impact on learners dictates. 

You can find the full content of our Safeguarding Policy either on our website or on our 

Portal at `Policies and Procedures` tab. 

Reasonable Adjustments & Special Considerations Policy and Procedure 

 

o99 Training Academy is committed to complying with all current and relevant legislation in 

relation to the development and delivery of qualifications. We are committed to ensuring that 

all learners have fair and equal access to assessment where possible and practicable.  

A reasonable adjustment may be required where a learner has a permanent disability or 

specific learning needs.  

A special consideration may be required where a learner has a temporary disability, medical 

condition or learning needs or is indisposed at the time of the assessment.  

Definition of Reasonable Adjustments  

A reasonable adjustment is any action that helps to reduce the effect of a disability or 

difficulty that places the learner at a substantial disadvantage during an assessment. 

Reasonable adjustments may involve: 

• changing usual assessment arrangements, for example allowing a learner extra time to 

complete the assessment activity 

• adapting assessment materials, such as providing materials in Braille 

• providing assistance during assessment, such as a sign language interpreter or a reader 

• re-organising the assessment room, such as removing visual stimuli for an autistic learner 

• providing and allowing different coloured transparencies. 

Reasonable adjustments are approved or set in place by o99 Training Academy and the 

Awarding Organisations who accredited o99 Training Academy to deliver their  

courses/qualifications before the assessment activity takes place; they constitute an 

arrangement to give the learner access to the assessment.  

Requesting Reasonable Adjustments  

Learners must make relevant o99 Training Academy staff members aware of any reasonable 

adjustments they require. o99 Training Academy staff members are responsible for applying 

to the Awarding Organisations who accredited o99 Training Academy to deliver their 

courses/qualifications for reasonable adjustment request (when appropriate). All requests 

must be made following the Awarding Organisations`, 7 days in advance of an assessment 

being undertaken.  

Definition of Special Considerations  



Special consideration can be applied after an assessment, if there was a reason the learner 

may have been disadvantaged during the assessment. Any requests to the Awarding 

Organisation for Special Considerations, must be made by a relevant o99 Training Academy 

staff member within 5 days of the assessment taking place.  

For example, special consideration could apply to a learner who had temporarily experienced: 

• an illness or injury 

• some other event outside of their control 

Special consideration, if successful, may result in a small post-assessment adjustment to the 

mark of the learner.  The size of the adjustment will depend on the circumstances and reflect 

the difficulty faced by the learner.  

All documents relating to reasonable adjustments and special considerations must be saved 

and stored securely in the centre.   

You can find the full content of our Reasonable Adjustments & Special Considerations 

Policy and Procedure either on our website or on our Portal at `Policies and Procedures` tab. 

Equal opportunities and access to fair assessment 

 

he o99 Training Academy is committed to providing equality and diversity in line with The 

Equality Act 2010. We are committed to providing opportunities in recruitment, 

remuneration, training and promotion of employees and to eliminating discrimination in the 

workplace on the grounds of any protected characteristics. These are age, disability, gender 

re-assignment, marriage and civil partnership, pregnancy and maternity, race, religion or 

belief, sex and sexual orientation. We are committed to eliminating discrimination amongst 

our workforce and to comply with the Equality Act.   

o99 Training Academy will strive to ensure that entry into our organisation and progression 

within it is determined solely by the application of objective criteria and individual merit.   

We will treat employees and applicants for employment fairly.  Furthermore, no employee or 

applicant will be disadvantaged by requirements or conditions relating to age, disability, 

gender re-assignment, marriage and civil partnership, pregnancy and maternity, race, religion 

or belief, sex and sexual orientation, which cannot be shown to be necessary and 

proportionate in order to achieve a legitimate objective.  

We want to attract and retain suitably qualified individuals or those who are able to develop 

sufficiently to undertake assignments within the company by virtue of job-related standards 

of education, training, experience or personal qualifications.  We will reward people using 

market rates for our industry and ensure that we apply these fairly and consistently to all our 

people.  

The Academy is committed to ensuring that we do not overlook or tolerate harassment or 

victimisation at work.  Breaches of o99 Training Academy’ Bullying & Harassment Policy 

will be treated seriously and may be considered as gross misconduct under our disciplinary 

procedures. 



• At o99 Training Academy we aim to provide a variety of qualifications which provide all 

learners or delegates with the opportunity to achieve their full potential by the most 

appropriate and direct route. 

• Our Assessment Policy is based on the concepts of equality, diversity, clarity, consistency 

and openness. 

• We will endeavour to ensure that the assessment processes are implemented in a way which 

is fair and non-discriminatory. 

o99 Training Academy will provide support, advice and training that: 

• Increases awareness of the prevalence and harm of discrimination and prejudice on the 

grounds of age, disability, gender re-assignment, marriage and civil partnership, pregnancy 

and maternity, race, religion or belief, sex and sexual orientation or other disadvantages; 

• Examines the nature of discrimination, both direct and indirect, and the ways in which it can 

occur and be prevented; 

• Provides information and advice on the implications of the relevant legislation any Codes of 

Practice arising from relevant legislation; 

• Helps staff to behave in ways that are non-discriminatory by, explaining the operation of 

and access to Grievance and Disciplinary procedures. Also, by examining the benefits to o99 

Training Academy of a workforce that reflects the diversity of society. Identify how to deal 

with discriminatory behaviour and processes. Improve awareness of help available. 

• Ensure that promotion and training decisions will be made on the basis of merit. We will 

not unlawfully discriminate against any employee in making promotion or training decisions. 

Access   

Learners/Delegates are made aware of the existence of this policy and have open access to it.  

This policy is included in the induction process, pinned on the main board in our premises 

and available online on learner’s profile.  

All trainers and assessors are made aware of the contents and purpose of this policy.  

This policy is reviewed annually and may be revised in response to feedback from learners, 

delegates, staff and external organisations.   

What learners/delegates can expect from us 

• We aim to ensure that all assessment of work is carried out fairly and in keeping with the 

awarding body’s requirements. 

• All portfolio-based work will be assessed fairly against the qualification standards and the 

staff involved will be fully trained. 

• Internal assessments will be carried out fairly and according to awarding body instructions. 

• Externally marked tests and exams will be according to the requirements of the awarding 

body. 



Cheating and Plagiarism   

A fair assessment of learner’s work can only be made if that work is entirely the learner’s 

own. Therefore, learners can expect an awarding body to be informed if:   

• They are found guilty of copying, giving or sharing information or answers, unless part of a 

joint project 

• They use an unauthorised aid during a test or examination 

• They copy another student’s answers during a test or examination 

• They talk during a test or examination. 

All allegations of cheating and plagiarism will lead to a full investigation which will follow 

the guidance of the relevant awarding body.     

If a learner feels they have been wrongly accused of cheating or plagiarism, they should be 

referred to the Complaints Policy.   

You can find the full content of our Equal Opportunities, Disability & Diversity Policy and 

Access to Fair Assessment Policy either on our website or on our Portal at `Policies and 

Procedures` tab. 

Malpractice and declaration of authenticity 

 

It is important that both personnel involved in the management, assessment and quality 

assurance of our programmes and learners studying our programmes are fully aware of the 

contents of the policy.   

Malpractice is a deliberate or reckless act of an individual or business to dishonestly claim 

certificates for delegates or to obtain such achievements through fraud or deception, 

Furthermore, malpractice is an act that does not comply with the requirements of the 

Awarding Organisations who accredited o99 Training Academy to deliver their 

courses/qualifications and brings the authenticity, reliability and integrity of a Awarding 

Organisation training qualification into question. Please note that these examples are not 

exhaustive and are guidance on our definition of malpractice: 

• Forgery of evidence 

• Discriminatory, bullying or harassing behaviour 

• Unprofessional conduct 

• Breach of confidentiality of learners or organisation 

• Failure to meet the awarding body or regulator’s requirements 

• Falsifying assessment records 

Anybody identifying cases of malpractice should report them to our training centre manager. 

We will investigate all cases of malpractice in liaison with the parties concerned. If an 

investigation finds evidence of maladministration, we will have to take the necessary steps to 

ensure that the learners’ interests are protected as far as is reasonably possible. If the 



investigation reveals that certification is inappropriate we will have to take the necessary 

steps to revoke the certification in order to protect the health and safety of the public. 

Following contact by telephone, o99 Training Academy should submit your own report 

accompanied by supporting evidence. Reports must include: 

• The learner’s name 

• o99 Training Academy personnel’s details (name, job role) if they are involved in the case 

• The title of the o99 Training Academy programme affected, or nature of the service affected 

• The date(s) suspected or actual malpractice occurred 

• The full nature of the suspected or actual malpractice 

Email (support@o99.co.uk) your completed form or report to our Centre Support Team as 

soon as possible.  

We promise to: 

• Acknowledge receipt of your complaint within five working days of receiving it; 

• We will arrange for appropriate o99 Training Academy personnel to review the report and 

commence the investigation 

• We will aim to action and resolve all investigations within 30 working days of receipt of the 

report. If this is not possible, we will let you know after 15 working days. 

• We will advise you of the outcome of our investigation within 2 working days of making 

our decision 

If the investigation confirms that learner malpractice has taken place, we may have no 

alternative but to impose one or more of the following sanctions on the candidate. Please note 

that this list is not exhaustive: 

• Disallowing all or part of the candidate’s assessment evidence 

• Not issuing the candidate’s certificate(s) 

• Not accepting any further registrations for the candidate 

• Disqualification from the programme 

You can find the full content of our Malpractice and Maladministration Policy  either on our 

website or on our Portal at `Policies and Procedures` tab. 

Exam Invigilation Policy and Procedure 

 

The integrity of the o99 Training Academy’ examination process is of paramount importance.  

Examination invigilators play a vital role in ensuring that the correct protocols are followed, 

that security is maintained, and that examinations are conducted in a fair and appropriate 

manner. Invigilators should familiarise themselves with this policy and specifically the 

invigilators’ responsibilities. 



The Learner Attendance Register and Exam Invigilation Report must be dispatched to the 

Awarding Organisation who accredited o99 Training Academy to deliver the 

course/qualification scanned into the management suite, along with all exam papers. 

All exam papers must be stored securely in a locked cabinet/drawer prior to dispatch or 

scanning to the Awarding Organisation. 

Responsibilities of invigilator 

The invigilator shall: 

- Ensure candidates are informed of this policy, prior to the examination 

commencing;  

• to change any answers, they must cross out their incorrect entry, make a 

further entry and initial the new answer.  

• To communicate with the invigilator, they must first raise their hand 

• They must not communicate with anyone other than the invigilator 

furring the examination 

- Check that proper provision has been made for all examinations concerned before 

candidates are admitted to the room;  

- Ensure that invigilation is adequate and appropriately conducted throughout the 

examination period;  

- There must not be any eating, drinking or smoking during the examination. 

Examination requirements 

The invigilator is responsible for setting up the room, as detailed below: 

o They must be suitably quiet in an undisturbed location with adequate space, 

lighting and ventilation 

o They must be a minimum of 1.25m between delegates (so they can’ not see 

each other’s work) 

o There must be a clean desk environment with no notes, pads, course 

materials etc. visible.  

o Posters or display materials, which may assist the delegates, must not be 

visible (except for emergency signage) 

o A clock must be visible to all delegates. 

The final 10 minutes of the examination is open book examination. Therefore, course 

publication is allowed to be open for this period of the examination only.  

Admission of candidates  

Candidates are normally admitted to the examination room about five minutes before the time 

scheduled for the start of the examination. Unless a place is allocated to each candidate, 

invigilators shall direct candidates as to where they should sit. There should be no 

communication between candidates as soon as they take their seat in the examination room.  

Textbooks, notes, all electronic devices and other aids may not be introduced into an 

examination room unless specifically permitted by the examiners concerned. Bags, coats and 

other personal belongings including mobile phones will be left in the examination room 

(away from candidates' desks) where appropriate. 



You can find the full content of our Exam Invigilation either on our website or on our Portal 

at `Policies and Procedures` tab. 

Forms and Templates 

 

We at o99 Training Academy designed forms and templates to cover all the interactions you 

might have with your tutor/assessor or our staff members. 

We cannot accept assessment records that are not following our forms and templates agreed 

in the standardisation meetings we periodically organise. 

Your trainer/assessor might refuse your work if you do not follow the template we provide to 

you. 

Other Policies and Procedures available at o99 Training Academy  

 

Once you are configured on the portal by a member of staff, you have access to all of our 

policies and procedure that we have in place to ensure that we deliver you the best learning 

experience. 

Please go to `Policies and Procedures` tab and read all the available policies and procedures. 

After receiving this Induction Booklet and prior to the induction you have the responsibility 

to read this booklet and all the policies and procedures available on our website/Portal. 

During the induction you are expected to ask question related to our policies and procedures 

to the members of staff that conducts your induction. 

After signing the Induction Checklist Form, we assume that you have read, understood and 

took the responsibility to follow our policies and procedures. 

This Induction Booklet is an useful instrument that you might use till the end of your 

course/qualification. 

o99 Training Academy Premises 

 

o99 Training Academy has its premises in Finchley Mews, Finchley Road, Grays, Essex, 

RM17 6RG.  

Until further notice, any correspondence sent to another address than that will be ignored. 

If you need assistance to chose the best routle to travel to our premises, please access our 

website and use the `Journey Planner`: https://o99.co.uk/journey-planner/ 

We have no liability for any delay that can occur during your journey to our premises and we 

cannot excuse any late attendance in case of any agreed official examination or course 

attendance. Please schedule your journey taking in consideration any unexpected delay that 

the public transport might experience in the day you are travelling to our premises. 

The learning environment is formed of 2 training room and one digital examination room, 

one reception, one canteen, male and female toilets, showers and two storage rooms. 

https://o99.co.uk/journey-planner/


The training room number 1 has the following facilities: 

- 1 projector 

- 1 whiteboard 

- 1 projector board 

The training room number 2 has its emergency exit and has following training facilities: 

- 8 desks 

- 16 chairs 

- 1 whiteboard 

- 1 projector 

- 1 projector board 

- 1 PC 

- 8 laptops 

- 1 scanner and printer 

All the room are newly refurbished and equipped. 

The training room 1 and the digital examination room are in continuous refurbishment 

process and 0.99 Ltd estimate that in the first semester of 2019 will be fully equipped with 

new furniture and tech equipment. 

The canteen has the following facilities: 

- 1 sink 

- 1 fridge  

- 1 microwave  

- 1 kettle  

- 1 toaster  

- 4 chairs 

- 1 desk  

The ladies toilets have: 

- 2 toilets 

- 1 sink 

- 1 hand dryer 



The gentlemen toilets have: 

- 1 toilet 

- 2 men urinal 

- 1 sink 

In the office area, 0.99 Ltd has modern PCs, laptops, monitors, printers and lockable cabinets.  

All IT equipment have licenses for every software that is installed. 

Building Plan 

 

 

Fire evacuation procedure 

 

 



                                                       

 

 

The fire extinguishers is positioned around the premises as per the Building Plan – DO NOT 

interfere with these unless authorised to do so. 

 

        

 



In case of a fire, please follow the fire exit signs. 

 

In case of a fire, the Fire Assembly Point is located outside of the premises, on the right-hand 

side as described in building plan. 

First Aid 

 

On our premises, the first aid kit is in the kitchen (canteen) 

A poster is displayed on the notice board, identifying the first aiders on site. 

The emergency number is 999. 

Our first aider is Mr Dacian Keran. We displayed his mobile number on the notice board. 

Ground rules applicable on our premises 

 

All delegates, including learners have to sign the check-in and check-out form, providing the 

exact time when they arrived/left 

All visitors have to sign in in the reception and provide details about their identity  

No smoking inside the building, except in designed areas 

You must use the pedestrian walkways at all ties 

Mobile phones, tablets, laptops etc can NOT be used during the training season, except if the 

Trainer ask the delegates/learners to use them 

Please take care of any personal belongings, we are not responsible for them, even if you will 

leave them in the wardrobe  

We do not accept liability for personal property that has been lost or damage during the 

course of your visit o99 Training Academy, it is your responsibility to safeguard your 

belongings 

 

 

 

 



Course/Qualification  

 

Induction 

 

The induction for your course/qualification will be conducted by your assessor or other staff 

member involved in the course/qualification. 

The induction includes the qualification specification, assessment procedures, discussion 

related to recognising of your prior learning, discussion related to your special needs, 

discussion related to your initial assessment and other subjects related to your journey in 

undertaking the course/qualification. 

You will be made aware of the learning outcomes and assessment criteria associated to the 

course/ qualification. 

Guided Learning Hours (GLH) 

 

Each course/qualification has guided learning hours and total qualification time. 

The Guided Learning Hours can only be meet when you interact with your assessor or when 

you work towards achieving learning outcomes and assessment criteria. For example, the 

time spent completing the learner workbook is counted as GLH. However, each learner 

workbook has its estimated hours; thus, you are not allowed to declare more hours than is 

written on the learner workbook description. 

For NVQs you can also achieve GLH on your workplace when you are doing work related to 

the learning outcomes and assessment criteria of the NVQ you are undertaking. However, if 

you are undertaking a level 2 NVQ in Formwork and you work as a Painter, we cannot take 

in consideration other activities that are not related to Formwork activities. 

Portfolio of Evidence 

 

All the documents and structure related to the Portfolio of Evidence will be available on the 

Portal once you receive access. Also, during the induction, you will receive enough 

information to guide you complete the Portfolio of Evidence. 

Forms and Templates 

 

You should only use the forms and templates that you will find on the e-learning platform or 

on our portal. You assessor will not take in consideration your work if you not follow the 

standardised documents that we have available for your course/qualification. 

All the forms and templates should not be used for extracurricular purposes. All the forms 

and templates are part of the intellectual property of o99 Training Academy and all of them 

are under copyright. We reserve the right to sue any violation of copyright and intellectual 

property as per our Terms and Conditions. 



Internal Moderation Process (IQA) 

 

All your work and Portfolio of Evidence will be internal moderated by a qualified IQA. The 

designated IQA has enough experience and qualifications to full review your journey 

undertaking the course/qualification. 

The IQA can ask for amendments or additional evidence if needed. 

Any appeal against the internal moderation feedback should be submitted to 

support@o99.co.uk. 

If you evidence pass the internal moderation, we will send them to be external moderated and 

at the end we will claim the certificate for you. By passing the internal moderation process 

we cannot guarantee that you will be issues with the certificate for the course/qualification 

you have undertaken. 

External Moderation Process (EQA) 

 

The external moderation process is done by the Awarding Body which accredited us to 

deliver the course/qualification. We cannot skip this process and we cannot guarantee any 

successful claim for your certificate without the EQA process took place. 

The external moderation might require additional evidence and your assessor will get back in 

touch with you to fulfil the EQA requirements. 

Once the external moderator confirmed that they agreed with the assessor and IQA 

judgements, you will be issues with the certificate in the next 14 working days. 

Certification process 

 

For CPD courses, the certification process is done automatically by the e-learning platform. 

However, the official certificate will arrive on your e-mail once the internal moderation is 

done. If you require a printed copy of your CPD certificate you might be asked to pay an 

additional fee. 

For the CITB – Site Safety Plus courses, the certificated will be claimed after your 

examination. If you are confirmed as passed by your trainer/assessor, one of our IQA team 

will analyse the course portfolio and will claim the certificates. The CITB will send the 

certificate to our premises and we will send it to you. Please allocate 14 working days for the 

certificates to arrive on your post. 

For regulated qualification, the certificates will arrive at our premises after the external 

moderated agreed with our assessor and IQA judgements. Please allocate 14 working days for 

the certificates to arrive on your post from the moment you receive the confirmation from us 

that we successfully claimed your certificate. 

 

mailto:support@o99.co.uk

