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[bookmark: _Toc518307510][bookmark: _Toc518307511]Accredited CPD Trainer Agreement
As an accredited trainer of the TCPDG, Lisa Shaw Consultancy Ltd agrees to meet and continue to comply the Code of Practice.  It is important that you have read and fully understood all sections of this document.
This Code of Practice describes in brief all the elements TCPDG consider mandatory to provide high standards learning activities and these are therefore mandatory to be considered an accredited trainer of the TCPDG. This Code of Practice is compatible with but not a substitute for the TCPDG Provider Accreditation.
Lisa Shaw Consultancy Ltd is solely responsible for compliance with the Code of Practice and agrees to notify TCPDG if you are unable to meet any aspect of this Code of Practice.  If TCPDG is notified of a breach of the Code of Practice, then Trainer membership may be suspended without notice until the organisation/individual can demonstrate that it fully meets all parts of the Code of Practice.  
TCPDG does not make any inspection of members to verify that they are complying with the Code of Practice and therefore TCPDG does not accept any responsibility for any member’s conduct, procedures or operation. However, during the process of accreditation you will be required to provide evidence to demonstrate that you are compliant with all aspects of the Code of Practice
TCPDG may update the Code of Practice at any time but will notify all accredited trainers of the changes via email.
If you are unsure of any aspect of the Code of Practice please contact us at www.thecpd.group and we will be happy to assist you further.
[bookmark: _Toc518307513]This document or any part of it may not be reproduced electronically or printed without prior permission of The CPD Group Ltd.
In General
[bookmark: _Toc518307514]Lisa Shaw Consultancy Ltd is expected to ensure that you have the required training, skills and experience to provide Learners with a high standard of ‘service’
Safeguarding of Learners
It is essential that Lisa Shaw Consultancy Ltd have steps in place to safeguard learners within their care.
Lisa Shaw Consultancy Ltd ensures that they:
· plan and conduct any learning activity safely
· have appropriate policies in place to ensure the safety and security of learners attending your activity
· [bookmark: _Toc518307515]ensure that all colleagues are working in a accordance with your safeguarding policies
The Data Protection Act 2018
Data protection is a legal requirement.


Lisa Shaw Consultancy Ltd ensures that they:
· comply with The Data Protection Act 2018 at all times
· only gather information that is relevant to your business model/activity
· make learners aware that you, as and when applicable, will pass the data onto relevant third parties
· will not misuse any personal data that is collected
· [bookmark: _Toc518307516][bookmark: _Toc518307517]communicate clearly methods by which learners can opt out of sharing their personal data
Health and Safety
It is important that all an accredited trainers work in a way that does not put learners at risk.
Lisa Shaw Consultancy Ltd ensures that they:
· operate within Health and Safety legislation, including that which corresponds to your specific activity
· carry out regular revisions and updates to appropriate policies to comply with any new legislation
· keep and maintain official records including appropriate risk assessments
· employ appropriate reporting procedures for accidents and incidents
· [bookmark: _Toc518307518]conduct regular equipment, kit, apparatus assessments
Care of Your Team
Any staff/colleagues need reassurance that they will not be required to take unnecessary risks or be placed in danger during their work.
All members of your team must be aware of the procedures in place to ensure that they work in a safe environment and that they will not be required to take unnecessary risks or be placed in danger during their work.
[bookmark: _Toc518307519]Insurance
Appropriate level of insurance relative to activities (including Employers and Public Liability Insurance) must be in place to cover your activity and all of the people involved.
Lisa Shaw Consultancy Ltd ensures that they:
· hold and maintain adequate levels of insurance according to your type of business or operation
· display, as appropriate, proof of insurance and produce such proof on request
· [bookmark: _Toc518307520]conduct an annual review of the needs of the business and update your insurance appropriately


Financial Propriety
Lisa Shaw Consultancy Ltd ensures that they:
· operate a solvent business
· [bookmark: _Toc518307521]fulfil all legal obligations for your type of business or operation and keep up-to-date records as required
Inclusivity and Ethics
Lisa Shaw Consultancy Ltd ensures that they:
· document and follow an equal opportunities policy which should state that no person will be discriminated against due to their age, gender, religious beliefs, cultural background
· [bookmark: _Toc518307522]ensure that students are able to learn and participate at their own level and to achieve their full potential within the activity
Training & Development
All staff must have ongoing training and development to ensure they are able to deliver the activity at a professional level.
Lisa Shaw Consultancy Ltd ensures that they:
· provide a competent induction training for new staff/colleagues joining you
· provide regular ongoing support for employees
· conduct regular reviews of and updates to your training programme
· encourage employees to gain relevant formal qualifications as required
· provide and encourage access to continued learning development opportunities
[bookmark: _Toc518307523]Complaint Procedure
Learners want to know that complaints or concerns will be listened to and dealt with appropriately.
A user-friendly procedure must be in place and communicated clearly to learners.
Lisa Shaw Consultancy Ltd ensures that they:
· have a complaints procedure in place
· clearly display your complaints procedure
· train all staff in the application of the complaint’s procedure
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