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Contact Details 
 
Below is the contact informaƟon for our centre, our awarding bodies Highfield (HABC)/Qualsafe Awards, and the 
regulator Ofqual, which learners may use to get in touch via email, telephone, or post should they require support or 
wish to escalate a maƩer. 
 
Close ProtecƟon Academy 

 Company Name: Close ProtecƟon Academy 
 Website: www.closeprotecƟonacademy.co.uk 
 Email address: contact@closeprotecƟonacademy.co.uk 
 Telephone number: 0800 6226526 
 Address: 213 Mirror Works, 12 Marshgate Lane, London, E15 2NH 

 
Highfield QualificaƟons 

 Company Name: Highfield QualificaƟons (Highfield Awarding Body for Compliance) 
 Website: www.highfieldqualificaƟons.com 
 Email address: info@highfield.co.uk 
 Telephone number: 01302 363277 
 Address: Highfield ICON, First Point, Balby Carr Bank, Doncaster, DN4 5JQ 

 
Qualsafe Awards 

 Company Name: Qualsafe Awards 
 Website: www.qualsafeawards.org 
 Email address: info@qualsafeawards.org 
 Telephone number: 0330 660 0899 
 Address: City View, 3 Wapping Road, Bradford, BD3 0ED 

 
Ofqual 

 Company Name: The Office of QualificaƟons and ExaminaƟons RegulaƟon (Ofqual) 
 Website: www.gov.uk/ofqual 
 Email address: public.enquiries@ofqual.gov.uk 
 Telephone number: 0300 303 3344 
 Address: Earlsdon Park, 53-55 BuƩs Road, Coventry, CV1 3BH 
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Appeals Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To ensure that all problems, disagreements, and disputes regarding assessment or training are 
resolved promptly and fairly through a structured appeals process. 
 
1. IntroducƟon  
1.1 Close ProtecƟon Academy provides a high-quality training soluƟon. However, we recognise that problems, 
disagreements, and disputes can occur. 
1.2 All learners will be made aware of the Close ProtecƟon Academy appeals procedure at the start of their course or 
qualificaƟon. 
 
2. Informal ResoluƟon  
2.1 Before formally submiƫng an appeal, learners are encouraged to first seek an informal resoluƟon by discussing 
the issue directly with the relevant instructor, trainer, or staff member involved. 
2.2 In many cases, concerns can be resolved through open communicaƟon and clarificaƟon. Learners must do this 
within 5 working days of course compleƟon. 
2.3 If the issue remains unresolved aŌer informal discussions, the learner can proceed with a formal appeal. 
 
3. Formal ResoluƟon - EscalaƟon to Centre Manager  
3.1 If the maƩer cannot be resolved with the instructor, the learner may escalate the appeal to the Centre Manager. 
3.2 The appeal must be submiƩed in wriƟng within 10 working days of course compleƟon. 
3.3 The submission should include the learner's full name, course details, contact informaƟon, a descripƟon of the 
issue, a summary of informal discussions, and any supporƟng evidence. 
3.4 The Centre Manager will review the appeal and may meet with the learner or gather addiƟonal informaƟon from 
relevant parƟes. 
3.5 A response will be provided to the learner within 14 working days, detailing the decision. 
 
4. EscalaƟon to Internal Quality Assessor (IQA)  
4.1 The learner must submit the appeal in wriƟng to the IQA within 10 working days of receiving the Centre 
Manager’s response. 
4.2 The appeal should include a clear explanaƟon of why the learner believes the decision was unfair, along with all 
prior communicaƟons and evidence. 
4.3 The IQA will review the case imparƟally to ensure all academy policies were followed correctly. 
4.4 The IQA will provide a wriƩen response to the learner within 14 working days. 
 
5. EscalaƟon to Highfield (HABC)/Qualsafe Awards  
5.1 In the event that the learner is sƟll dissaƟsfied with the decision from the Internal Quality Assurer (IQA), they can 
appeal to Highfield (HABC)/Qualsafe Awards. 
5.2 The formal appeal to Highfield (HABC)/Qualsafe Awards must be submiƩed in wriƟng within 14 working days of 
receiving the IQA response. 
5.3 Learners should refer to the Highfield (HABC)/Qualsafe Awards website for their specific formal appeals 
procedure. 
 
6. EscalaƟon to Ofqual  
6.1 If you are not saƟsfied with the outcome of the internal and external Highfield (HABC)/Qualsafe Awards 
invesƟgaƟons, you may escalate your complaint to Ofqual. 
6.2 This escalaƟon can only occur once the above processes have been fully completed. Ofqual's decision will be final 
and binding. 
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7. Outcome of Appeal  
7.1 Appeal Upheld: The appeal is accepted, and the learner’s results, feedback, or cerƟficaƟon may be revised 
accordingly. 
7.2 Appeal Rejected: The appeal is not upheld, and the original decision remains in place. 
7.3 AlternaƟve ResoluƟon: We may propose a different course of acƟon, such as an addiƟonal assessment or support 
for the learner. 
 
8. Contact InformaƟon  
8.1 For all correspondence regarding appeals, please use the email contact@closeprotecƟonacademy.co.uk. 
8.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Armed Forces Covenant Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To formalise Close ProtecƟon Academy’s commitment to the Armed Forces Covenant. This policy 
ensures that Service personnel, veterans, and their families face no disadvantage in our services and receive special 
consideraƟon in recogniƟon of their military contribuƟon. 
 
1. Principles of The Armed Forces Covenant  
1.1 Members of the Armed Forces Community should not face disadvantages arising from their service in the 
provision of public and commercial services. 
1.2 In some circumstances, special provision may be jusƟfied, especially for those who have given the most, such as 
the injured or bereaved. 
1.3 Close ProtecƟon Academy recognises that this obligaƟon involves the whole of society, including private 
organisaƟons and individuals. 
 
2. DemonstraƟng our Commitment  
2.1 We provide discounted training on our Close ProtecƟon and SIA security courses for veterans, reservists, and 
service leavers. 
2.2 We support the transiƟon from military to civilian life through career advice, employability workshops, and job 
placement support within the private security sector. 
2.3 We acƟvely promote our support for the Armed Forces community through our website, social media plaƞorms, 
and within our training centre. 
2.4 We welcome applicaƟons from the Armed Forces community for all roles within our organisaƟon and ensure fair 
and inclusive recruitment pracƟces. 
2.5 We offer flexible training arrangements to meet the needs of serving reservists and military families. 
2.6 We work with Armed Forces chariƟes and veteran support networks to further opportuniƟes for those we train. 
 
3. CommunicaƟon and Feedback  
3.1 We will publicise these commitments through our literature and on our website, seƫng out how we will seek to 
honour them. 
3.2 We invite feedback from the Armed Forces Community and our customers on how we are performing against 
these commitments. 
3.3 All correspondence regarding this commitment should adhere to the standards of Highfield (HABC)/Qualsafe 
Awards where applicable. 
 
4. Contact InformaƟon  
4.1 For all correspondence regarding our Armed Forces commitments, please use the email 
contact@closeprotecƟonacademy.co.uk. 
4.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
  



Last update: 01.12.2025 CLOSE PROTECTION ACADEMY LTD.  Page 6 of 35 

Company Values Statement 
Policy Date: 01.12.2025 
 
Scope and Purpose: To define the core principles and operaƟonal standards of Close ProtecƟon Academy. These 
values guide our commitment to training excellence, student support, and our ethical responsibility to the wider 
community, including our support for those transiƟoning from uniformed service. 
 
1. Commitment to Excellence and Leadership  
1.1 We strive to remain one of the UK’s top training centres by consistently providing the highest quality security and 
first aid training. 
1.2 Founded by industry experts Nicholas Player and Jillian Robertson, we leverage extensive knowledge to equip 
learners for success in the private security sector and criƟcal first aid roles. 
1.3 As a Highfield (HABC)/Qualsafe Awards Approved Centre, we ensure all courses meet the highest standards of 
quality, compliance, and regulatory requirements. 
 
2. Training Environment and FaciliƟes  
2.1 We uƟlise a purpose-designed academy in Straƞord, East London, offering a modern classroom and pracƟcal 
training area with advanced technology. 
2.2 Our courses provide a diverse range of qualificaƟons tailored to meet current industry standards and demands 
across various sectors. 
2.3 We implement innovaƟve assessment methods, including e-assessments and immediate feedback, to foster an 
efficient learning environment. 
 
3. Learner-Centred PracƟcal Training  
3.1 We offer hands-on training and mulƟple field exercises to ensure learners gain real-world operaƟonal readiness in 
both security and first aid scenarios. 
3.2 Our flexible learning structure is designed to accommodate individual studying abiliƟes, promoƟng beƩer subject 
retenƟon and reducing study intensity. 
3.3 We recognise individual learning needs and use varied teaching methods to enhance understanding and 
engagement. 
3.4 We equip students with all necessary training materials and equipment to ensure they are fully prepared for all 
course requirements. 
 
4. Support for Ex-Service and Police Personnel  
4.1 Close ProtecƟon Academy is a proud signatory of the Armed Forces Covenant and is dedicated to supporƟng the 
Armed Forces Community. 
4.2 We acƟvely support the transiƟon of ex-service and police personnel into civilian careers through specialised 
training, career advice, and employability workshops. 
4.3 We recognise the unique skills brought by veterans and reservists and provide discounted training rates on SIA 
and Close ProtecƟon courses to assist their professional development. 
4.4 We foster a supporƟve environment that encourages aspiring security professionals and first aid responders from 
uniformed backgrounds to thrive. 
 
5. Future Focus  
5.1 Our primary focus is preparing students for rewarding careers in the evolving security and first aid industries. 
5.2 We emphasise the aƩainment of industry-recognised qualificaƟons that provide a solid foundaƟon for long-term 
employment success. 
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6. Contact InformaƟon  
6.1 For all correspondence with the academy regarding our values or training programs, please use the email 
contact@closeprotecƟonacademy.co.uk. 
6.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Complaints Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: This policy is aimed at customers, learners, and interested parƟes who encounter a direct or 
indirect service from the academy. It provides a structured process for handling complaints regarding qualificaƟons 
and associated services. 
 
1. IntroducƟon  
1.1 This document sets out the Close ProtecƟon Academy Complaints Policy for anyone wishing to make a complaint 
in relaƟon to our qualificaƟons and services. 
1.2 If you are unhappy about the way an assessment was managed and suspect malpracƟce, please refer to the 
MalpracƟce and MaladministraƟon Policy. 
 
2. Stage 1 - Informal ResoluƟon  
2.1 You should first try to sort out any problem at the earliest opportunity by speaking to the person who dealt with 
you, which in most cases is your trainer/assessor. 
2.2 If you are not saƟsfied with the way your iniƟal complaint has been dealt with informally, you can then escalate 
the complaint to the formal stage. 
 
3. Stage 2 - Formal Stage  
3.1 If the maƩer is not resolved informally, please send a wriƩen complaint addressing your concern to the Centre 
Manager. 
3.2 Your complaint must be received in wriƟng, normally within one month of the event you are complaining about. 
3.3 Correspondence should be sent to the contact details outlined at the end of this policy. 
 
4. Required Details for Formal Complaints  
4.1 When contacƟng us, please provide your full name and contact details, including a dayƟme telephone number. 
4.2 Include a full descripƟon of your complaint, including the subject maƩer, dates, and Ɵmes if known. 
4.3 Provide the names of any people you have dealt with so far and specify what outcome you are seeking as a 
resoluƟon. 
 
5. Outcomes of a Complaint  
5.1 If any part of your complaint is upheld, we will provide a wriƩen explanaƟon of how and what part has been 
upheld. 
5.2 If mistakes were made by the company, we will apologise and consider improvements such as staff training or 
procedure reviews. 
5.3 In extreme circumstances involving staff, disciplinary procedures may be exercised. 
5.4 If the complaint is against non-employees, such as other learners, the academy will determine appropriate 
acƟons, which may include disciplinary acƟon. 
 
6. Appeals Against Complaint Outcomes  
6.1 If you disagree with the outcome of the formal stage, you are required to appeal in wriƟng within 5 working days 
of receipt of the response. 
6.2 The appeal will usually be heard by the Company Directors who have the authority to review and change the 
original decision. 
6.3 The appeal must be based on the original complaint; any new complaints must be processed through the iniƟal 
stages of this policy. 
6.4 In your appeal, clarify the date of the original outcome leƩer, the manager involved, why you are dissaƟsfied, and 
your desired resoluƟon. 
6.5 The manager handling the appeal will respond within 30 days, and this decision concludes the internal formal 
procedure. 
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7. EscalaƟon to Awarding Bodies and Regulators  
7.1 If you remain unhappy with the decision taken by Close ProtecƟon Academy, you can escalate the complaint to 
Highfield (HABC)/Qualsafe Awards. 
7.2 If you are sƟll not saƟsfied aŌer the awarding body invesƟgaƟon, you may escalate to Ofqual once both internal 
and external processes are fully completed. 
 
8. Contact InformaƟon and Review  
8.1 For all correspondence with the academy, use the email contact@closeprotecƟonacademy.co.uk. 
8.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
8.3 We will review this policy and associated procedures annually as part of our self-evaluaƟon arrangements. 
 
This policy was approved by: 
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Data ProtecƟon, Document RetenƟon and Secure Storage Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To outline how Close ProtecƟon Academy collects, processes, and stores informaƟon about 
learners and clients to ensure full compliance with the InformaƟon Commissioner's Office (ICO) and current UK 
legislaƟon. 
 
1. IntroducƟon  
1.1 Close ProtecƟon Academy collects, processes, and stores informaƟon about learners, corporate clients, and other 
data subjects for administraƟve, approval, and commercial purposes. 
1.2 As a legal requirement, Close ProtecƟon Academy is registered with the InformaƟon Commissioner's Office (ICO) 
and is fully compliant with all current legislaƟon. 
 
2. DefiniƟons  
2.1 "Close ProtecƟon Academy" refers to all staff, tutors, instructors, assessors, and administrators who are employed 
or contracted directly with the academy. 
2.2 "Learners" refers to all individuals who undertake a course of study with Close ProtecƟon Academy. 
2.3 "Processing" refers to any acƟon involving personal informaƟon, including obtaining, viewing, copying, amending, 
adding, deleƟng, extracƟng, storing, disclosing, or destroying informaƟon. 
 
3. Data ProtecƟon Principles  
3.1 Close ProtecƟon Academy must comply with the 7 General Data ProtecƟon RegulaƟon (GDPR) principles: 
Lawfulness, fairness, and transparency; Purpose limitaƟons; Data minimisaƟon; Accuracy; Storage limitaƟon; 
Integrity and confidenƟality; and Accountability. 
3.2 We collect informaƟon such as name, contact details, DOB, gender, occupaƟon, health condiƟons, criminal record 
data, and idenƟficaƟon documents for administraƟve and legal purposes. 
 
4. Lawful Bases for Processing  
4.1 Consent: We have permission from you aŌer providing all relevant informaƟon. You have the right to withdraw 
consent at any Ɵme. 
4.2 Contract: We must collect and/or use the informaƟon so we can enter a learning contract with you. 
4.3 Legal obligaƟons: Close ProtecƟon Academy must collect and/or use your informaƟon to comply with the law. 
 
5. Learner ResponsibiliƟes  
5.1 Ensure that all personal informaƟon provided to Close ProtecƟon Academy is accurate and up to date. 
5.2 Inform Close ProtecƟon Academy of any changes to informaƟon, such as change of address or name. 
5.3 Check the informaƟon held by the academy during annual reviews and inform us of any correcƟons. 
 
6. Academy ResponsibiliƟes  
6.1 Ensure all personal data is obtained, processed, and stored in accordance with UK GDPR and the Data ProtecƟon 
Act 2018. 
6.2 Transport and store all exam documents in a locked box with access limited to Designated Data Controllers, 
Quality Assurers, and Highfield (HABC)/Qualsafe Awards. 
6.3 Carry out an annual review of personal data to ensure it is current and correct. 
6.4 Only disclose informaƟon to legal authoriƟes, such as HMRC or regulatory bodies, when required. Unauthorised 
disclosure may result in disciplinary acƟon. 
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7. RetenƟon and Access  
7.1 SecƟon 388(4) of the Companies Act sets out the document retenƟon period as a minimum of 3 years. 
7.2 Learners have the right to a Subject Access Request (SAR) to receive copies of informaƟon held about them. 
7.3 SAR requests must be made in wriƟng to the Data Controller at contact@closeprotecƟonacademy.co.uk and will 
be processed within 30 days. 
 
8. Contact InformaƟon  
8.1 The Designated Data Controllers are Nicholas Player and Jillian Robertson. 
8.2 For all correspondence, please use the email contact@closeprotecƟonacademy.co.uk. 
8.3 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
9. Compliance  
9.1 Compliance with UK GDPR is the responsibility of Close ProtecƟon Academy and all learners. 
9.2 Any deliberate or reckless breach of this policy may lead to disciplinary acƟon or legal proceedings. 
9.3 Further informaƟon can be obtained from the ICO website. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Equality, Diversity and Disability DiscriminaƟon Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To ensure equality of opportunity for all employees, learners, and service users. This policy 
outlines our commitment to eradicaƟng discriminaƟon and promoƟng a culture of dignity, respect, and fairness 
across all security and first aid training services. 
 
1. IntroducƟon  
1.1 Close ProtecƟon Academy recognises that promoƟng equality and diversity is essenƟal to deliver quality, 
culturally appropriate training and support services. 
1.2 We are commiƩed to pracƟces that offer equality of opportunity to all employees, learners, and service users in 
both security and first aid training. 
1.3 This policy indicates our firm commitment to eradicate discriminaƟon and ensures that our staff and learners are 
responsive to the objecƟves set out herein. 
 
2. Direct and Indirect DiscriminaƟon  
2.1 Close ProtecƟon Academy embraces diversity and ensures no applicant, learner, or employee receives less 
favourable treatment based on race, colour, ethnicity, origin, ability, disability, gender, sexual orientaƟon, marital 
status, religion, age, beliefs, or pregnancy. 
2.2 We recognise that physical requirements for Highfield (HABC)/Qualsafe Awards assessment outcomes may 
present barriers for some learners. 
2.3 We will aƩempt to provide access arrangements and reasonable adjustments where disability occurs, seeking 
advice from the IQA and EQA to ensure compliance without giving unfair advantage. 
2.4 We acknowledge that prejudice and lack of awareness can lead to insƟtuƟonal barriers, and we commit to 
challenging these systemaƟcally. 
 
3. Policy Statements  
3.1 Provide a non-discriminatory high standard of service and operate within legislaƟon without compromise. 
3.2 Consult, develop, and deliver services accessible to all, using reasonable adjustments to be responsive to 
individual needs. 
3.3 Use influence to promote equality and ensure all forms of harassment and discriminaƟon are challenged. 
3.4 Make informed and fair decisions regarding recruitment and promoƟon based on core competencies. 
3.5 Foster a culture where human rights are valued and monitor parƟcipaƟon from an expansive cross-secƟon of the 
community. 
 
4. Legal Framework  
4.1 This policy operates under the Equality Act 2010 and the Human Rights Act 1998. 
4.2 Other relevant legislaƟon includes the RehabilitaƟon of Offenders Act 1974, the Gender ReconstrucƟon Act 2004, 
and the Public Interest Disclosure Act 1998. 
 
5. General Procedures and ResponsibiliƟes  
5.1 Close ProtecƟon Academy leadership is responsible for the development of strategies and resources to deliver 
this policy. 
5.2 All decisions and proposed changes to services will consider the potenƟal for adverse impact on equality. 
5.3 Company Directors are responsible for ensuring all employees and learners are aware of and comply with the 
standards expected within this policy. 
5.4 Directors must confront and take appropriate acƟon against incidents or behaviour that do not meet these 
standards. 
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6. Staff Involvement, Training and Development  
6.1 We will involve all employees and learners in the development of diversity iniƟaƟves through consultaƟon, email, 
and networking. 
6.2 All individuals have a personal responsibility to work in a posiƟve, non-discriminatory manner. 
6.3 We will idenƟfy the skills required to deliver culturally sensiƟve services and provide training to enhance 
confidence and understanding. 
6.4 Employees will receive specific training on these procedures and acknowledge their responsibiliƟes. 
 
7. Harassment and Monitoring  
7.1 Close ProtecƟon Academy takes all allegaƟons of harassment, bullying, or inƟmidaƟon very seriously. 
7.2 Every individual has the right to operate in an environment free from discriminaƟon; any breach should be 
reported for invesƟgaƟon. 
7.3 ConƟnual monitoring of equal opportuniƟes is essenƟal to review the effecƟveness of this policy. 
7.4 We will collate and monitor informaƟon as required by law to inform future decision-making. 
 
8. Contact InformaƟon  
8.1 For all correspondence regarding equality or diversity maƩers, please use the email 
contact@closeprotecƟonacademy.co.uk. 
8.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Exam and Invigilator Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: This policy ensures the integrity and security of all qualificaƟons offered by Close ProtecƟon 
Academy. It defines the standards for exam preparaƟon, room setup, invigilator conduct, and candidate management 
to meet the requirements of awarding bodies and the SIA. 
 
1. Personnel Roles and Eligibility  
1.1 The invigilator is responsible for conducƟng the session in accordance with Highfield (HABC)/Qualsafe Awards 
and SIA requirements. 
1.2 Invigilators must be appropriately trained, fully observant at all Ɵmes, and are prohibited from carrying out other 
tasks such as reading or phone use. 
1.3 Conflict of Interest: A trainer who prepared the learners cannot invigilate their exam, and no person related to a 
candidate may invigilate that candidate. 
1.4 Staffing raƟos must be maintained at a minimum of 1 invigilator per 30 learners for wriƩen or tablet exams. 
1.5 The Centre Manager must be noƟfied immediately of suspected malpracƟce and must report this to the Highfield 
(HABC)/Qualsafe Awards body within 5 working days. 
 
2. PreparaƟon and Room Setup  
2.1 Learners must face the same direcƟon with a minimum distance of 1.25 metres between the centres of chairs. 
2.2 All wall charts, maps, or diagrams that could assist candidates must be removed or covered. 
2.3 A reliable clock, Centre Number, Subject Title, and Start/Finish Ɵmes must be clearly visible to all learners. 
2.4 Required signage, including "Mobile Phones Switched Off," "ExaminaƟon in Progress," and official warning 
noƟces, must be prominently displayed. 
 
3. Candidate Admission and IdenƟty  
3.1 Learners must arrive at least 20 minutes before the start Ɵme; anyone arriving more than 10 minutes aŌer the 
start will not be admiƩed. 
3.2 All learners must present valid Photo ID as per SIA and Highfield (HABC)/Qualsafe Awards requirements. 
3.3 If religious headwear (such as a veil) is worn, a private ID check will be conducted in a discrete locaƟon by a staff 
member of the same sex. 
3.4 Prohibited items, including bags, notes, and electronics (smartwatches, phones), must be leŌ in a designated 
area. 
3.5 Only see-through pencil cases are permiƩed, and all labels must be removed from water boƩles. 
 
4. Conduct During the ExaminaƟon  
4.1 Silence must be maintained, and learners must remain seated unƟl instructed to leave. 
4.2 Learners must use black or blue ink and are prohibited from using correcƟon fluid. 
4.3 Learners are not permiƩed to leave the room in the first 20 minutes or the last 10 minutes of the exam. 
4.4 Temporary absences (e.g., toilet breaks) must be supervised 1:1, and faciliƟes must be checked for notes aŌer 
use. 
4.5 For E-Assessments (Tablets), learners must follow specific login instrucƟons and are strictly prohibited from 
accessing other apps or camera funcƟons. 
 
5. Access Arrangements  
5.1 Scribes or modifiers must be monitored by a Senior Invigilator, and all cover sheets must be countersigned. 
5.2 Readers may be shared by up to 4 learners if only occasional assistance with words is required. 
5.3 Prompters are permiƩed for learners with documented concentraƟon or OCD-related needs. 
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6. Ending the ExaminaƟon 6.1 Invigilators must provide a 15-minute and 5-minute warning before the session ends. 
6.2 When the "Stop" order is given, all learners must stop wriƟng immediately or submit their tablet assessment. 
6.3 On paper response sheets, the "number of changes" must be confirmed in words (e.g., "Zero" or "Two"), not 
numbers. 
6.4 All scripts and tablets must be collected and reconciled with the aƩendance list before any learners leave the 
room. 
6.5 Results are only official when confirmed by Highfield (HABC)/Qualsafe Awards; staff must never provide informal 
"Pass/Fail" opinions. 
 
7. Contact InformaƟon 7.1 For all correspondence regarding examinaƟon procedures, please use the email 
contact@closeprotecƟonacademy.co.uk. 
7.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Fees Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To provide a fair and transparent framework regarding course charges, addiƟonal fees, 
cancellaƟons, and rescheduling for all learners undertaking a course of study with the academy. 
 
1. General Principles  
1.1 "We / Us" means Close ProtecƟon Academy and "You" means the learner undertaking a course of study. 
1.2 We are commiƩed to a fair and transparent policy in respect of charges made to all learners. 
1.3 All fees and refunds are noted and calculated in GB pound sterling. 
 
2. Course Fees  
2.1 All course fees are shown on our website and are correct at the Ɵme of publicaƟon. 
2.2 Course fees are fully inclusive of charges for course instrucƟon, workbooks, venue provision, examinaƟons, first 
retake examinaƟons, and applicable cerƟficates. 
2.3 Course fees are subject to change, and promoƟons or discounts can be withdrawn without noƟce. 
2.4 Any previous or future promoƟons or discounts will not apply at the Ɵme of booking. 
2.5 All fees must be paid in full at the Ɵme of booking. The learner's place will only be confirmed once payment is 
received and confirmaƟon is issued. 
 
3. AddiƟonal Fees  
3.1 AddiƟonal retakes of examinaƟons (beyond the first included retake) are charged at £30 per exam. 
3.2 Laptop hire is available for £25 for the duraƟon of a course for learners who do not have their own access 
(required for Level 3 Close ProtecƟon). 
3.3 Any other expenses, including travel, accommodaƟon, meals, or clothing, are the sole responsibility of the 
learner. 
3.4 This policy and its fee structure adhere to the requirements of Highfield (HABC)/Qualsafe Awards. 
 
4. Right to Cancel and Refunds  
4.1 Per the Consumer Contracts RegulaƟons 2013, learners may cancel any order within 14 days of purchase for a full 
refund. 
4.2 CancellaƟon aŌer 14 days of purchase will result in the loss of all course fees. 
4.3 All requests for cancellaƟon must be submiƩed in wriƟng to contact@closeprotecƟonacademy.co.uk. 
4.4 We shall not be liable for delays or failures caused by events beyond our reasonable control, such as acts of God, 
war, strikes, or government intervenƟon. 
 
5. Rescheduling  
5.1 Learners may request to reschedule to a later course date of the same Ɵtle, provided it commences within 6 
months of the original date. 
5.2 Requests to reschedule must be made in wriƟng to contact@closeprotecƟonacademy.co.uk. 
5.3 Rescheduling requests are only permiƩed up to 14 days prior to the commencement of the booked course. 
5.4 A £30 administraƟon fee applies to all rescheduled courses, and new dates will only be confirmed upon receipt of 
this fee. 
 
6. Contact InformaƟon  
6.1 For all correspondence regarding fees or cancellaƟons, please use the email 
contact@closeprotecƟonacademy.co.uk. 
6.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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First Aid Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To ensure that sufficient numbers of competent first aid personnel, equipment, and training are 
available to handle accidents and injuries across all acƟviƟes of the academy, meeƟng all statutory requirements 
under the Health and Safety (First Aid) at Work RegulaƟons 1981. 
 
1. IntroducƟon  
1.1 First aid can save lives and prevent minor injuries from becoming major ones by providing immediate aƩenƟon 
before professional medical help arrives. 
1.2 The level of first aid cover is determined by risk assessments of individual workplaces and training venues. 
1.3 These arrangements do not include the administraƟon of tablets or medicines to treat illness. 
1.4 This policy provides guidance to all Close ProtecƟon Academy staff and learners regarding first aid protocols. 
 
2. DefiniƟons  
2.1 First Aid refers to treatment for preserving life and minimising consequences of injury unƟl professional medical 
help is obtained, as well as treatment for minor injuries. 
2.2 First Aider is an employee holding a valid cerƟficate of competence (FAW or EFAW) issued by an organisaƟon 
whose training is approved by the HSE. 
2.3 Appointed Person is an employee who takes charge of a serious situaƟon in the unforeseen absence of a First 
Aider. 
2.4 All course instructors must have completed a minimum Level 3 First Aid at Work course. 
 
3. ResponsibiliƟes  
3.1 Instructors are responsible for the safe undertaking of all work under their control and must idenƟfy appropriate 
first aid provision via risk assessment. 
3.2 If a significant level of risk is idenƟfied, the instructor (as an approved First Aider) will be required to assist. 
3.3 Academy management must ensure all employees are noƟfied of first aid arrangements and that correct signage 
is displayed. 
3.4 For temporary locaƟons, all learners must be made aware of the first aid kit locaƟon at the beginning of the 
course. 
 
4. Instructors and Invigilators  
4.1 Personnel must ensure learners are familiar with the idenƟty of the nearest First Aider and the locaƟon of the 
nearest first aid box. 
4.2 First aid boxes must be accessible at all Ɵmes, and contact informaƟon must be displayed on noƟce boards in 
permanent venues. 
 
5. First Aiders and Appointed Persons  
5.1 Qualified First Aiders must undertake refresher training at required intervals to maintain skills and comply with 
legislaƟon. 
5.2 The academy has appointed Nicholas Player and Jillian Robertson as qualified First Aiders. 
5.3 Appointed Persons should rouƟnely check first aid boxes at least once a month to ensure they are adequately 
stocked and within expiry dates. 
 
6. Risk Assessment and Equipment  
6.1 Instructors must consider injury risks, class size, disabiliƟes, and the remoteness of the site (especially for Close 
ProtecƟon training) when assessing needs. 
6.2 First aid boxes must meet HSE guidelines and be idenƟfiable as a green box with a white cross. 
6.3 For First Aid Level 2 and 3 courses, all equipment listed in the Highfield (HABC)/Qualsafe Awards qualificaƟon 
specificaƟon must be checked and ready before the course starts. 
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7. ReporƟng Arrangements  
7.1 All incidents where a First Aider provides assistance must be reported to the Centre Manager via 
contact@closeprotecƟonacademy.co.uk. 
7.2 The Centre Manager is responsible for noƟfying the HSE if an incident is RIDDOR reportable. 
7.3 Serious incidents involving potenƟal negligence claims must be forwarded to the Centre Manager email 
immediately. 
 
8. Venue FaciliƟes  
8.1 The instructor is responsible for ensuring that drinking water is available and easily accessible at the start of each 
course. 
8.2 The instructor must ensure a telephone is available for emergencies; in areas with poor mobile recepƟon, a 
landline must be available at the venue. 
 
9. Contact InformaƟon  
9.1 For all correspondence regarding first aid or incident reporƟng, please use the email 
contact@closeprotecƟonacademy.co.uk. 
9.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Health and Safety Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To establish a commitment to excellence in health and safety management across all operaƟons, 
including security training, physical intervenƟon, and first aid instrucƟon. This policy ensures the protecƟon of staff, 
learners, and visitors through rigorous risk miƟgaƟon and compliance with legal obligaƟons. 
 
1. General Principles  
1.1 Close ProtecƟon Academy is commiƩed to achieving high standards of health, safety, and environmental pracƟce. 
1.2 We will ensure that each course is risk assessed and that internal procedures are created to miƟgate risk, 
including floor plans for physical intervenƟon and medical declaraƟons. 
1.3 Staff, learners, visitors, and contractors are expected to share this commitment by complying with all academy 
policies and procedures. 
1.4 All individuals associated with the academy must understand their legal and moral obligaƟons to themselves and 
one another. 
 
2. OperaƟonal Safety Commitments  
2.1 We will consult with and involve staff and learners in maƩers relaƟng to their own health and safety. 
2.2 We will provide and maintain workplaces and equipment so that they are, as far as reasonably pracƟcable, safe 
and controlled. 
2.3 Adequate and appropriate faciliƟes and arrangements for the welfare of staff and learners will be provided. 
2.4 Hazards will be idenƟfied and formal risk assessments conducted to minimise risk for all acƟviƟes undertaken by 
the academy. 
2.5 Emergency procedures will be implemented, monitored, maintained, and kept effecƟve. 
2.6 Safe systems of work will be established where risks to health are controlled. 
2.7 We will provide necessary informaƟon, instrucƟon, and training to ensure staff and learners are competent and 
aware of hazards. 
2.8 The academy will keep up to date with best pracƟce and comply with all relevant legislaƟon and authoritaƟve 
guidance from Highfield (HABC)/Qualsafe Awards. 
 
3. Safety Culture and Review  
3.1 Close ProtecƟon Academy will promote a posiƟve health and safety culture by including relevant legislaƟon and 
standards within specific courses. 
3.2 We undertake to conƟnually review and develop our safety management systems to prevent adverse effects on 
people or the environment. 
3.3 Overall responsibility for Health and Safety is held Nichols Player and Jillian Robertson. 
 
4. Contact InformaƟon  
4.1 For all correspondence regarding health and safety maƩers, please use the email 
contact@closeprotecƟonacademy.co.uk. 
4.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
  



Last update: 01.12.2025 CLOSE PROTECTION ACADEMY LTD.  Page 20 of 35 

MalpracƟce and MaladministraƟon Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: This policy aims to protect the integrity of qualificaƟons by idenƟfying and minimising risks of 
malpracƟce or maladministraƟon. It ensures that Close ProtecƟon Academy responds to all allegaƟons promptly, 
objecƟvely, and fairly, in alignment with Highfield (HABC)/Qualsafe Awards requirements. 
 
1. DefiniƟons and Examples  
1.1 MalpracƟce refers to any act or default which breaches regulaƟons or compromises the assessment process, 
integrity of a qualificaƟon, or the reputaƟon of the awarding body. 
1.2 Learner malpracƟce examples include plagiarism, using unauthorised materials in exams, communicaƟng during 
assessments, or knowingly using AI to create work presented as their own. 
1.3 Centre staff malpracƟce examples include assisƟng students with answers, failing to adhere to security 
regulaƟons, or failing to comply with minimum Guided Learning Hours. 
1.4 MaladministraƟon refers to acƟvity that results in non-compliance with administraƟve regulaƟons, such as poor 
record-keeping or failing to send exam scripts to Highfield (HABC)/Qualsafe Awards on Ɵme. 
 
2. PrevenƟon Strategies  
2.1 Instructors must explain the roles and responsibiliƟes of learners and the potenƟal penalƟes for aƩempted 
malpracƟce. 
2.2 Learners must be shown how to acknowledge sources correctly and be required to declare that all submiƩed 
work is their own. 
2.3 Close ProtecƟon Academy will uƟlise tools to recognise and prevent the producƟon of work from AI sources. 
2.4 All staff must adhere to company and awarding body policies to ensure administraƟon is carried out within 
required parameters. 
 
3. ReporƟng and InvesƟgaƟon Procedures  
3.1 Any suspected malpracƟce or maladministraƟon must be reported to the Highfield (HABC)/Qualsafe Awards 
Quality Assurance team as soon as pracƟcable. 
3.2 The accused party must be informed of the breach in wriƟng and given the opportunity to respond to the 
accusaƟon. 
3.3 The Head of Centre will submit a full wriƩen report with supporƟng evidence to the awarding body. 
3.4 In serious cases, a director may suspend a member of staff on full pay pending the invesƟgaƟon; this does not 
consƟtute disciplinary acƟon. 
3.5 If interviews are required, two staff members must be present, and an accurate record must be signed by the 
accused and forwarded to Highfield (HABC)/Qualsafe Awards. 
 
4. SancƟons for Learners  
4.1 Learners found to have commiƩed malpracƟce may be issued a formal warning. 
4.2 SancƟons may include the loss of marks for a specific assessment or unit, or total disqualificaƟon from the 
qualificaƟon. 
4.3 Significant malpracƟce may result in the learner being barred from future registraƟons and reported to the police 
or regulatory bodies. 
 
5. SancƟons for Staff and Centre  
5.1 Staff sancƟons range from wriƩen warnings and required training to suspension, demoƟon, or dismissal per the 
Disciplinary Policy. 
5.2 The centre may be issued warnings, required to complete acƟon plans, or have its direct claims status removed. 
5.3 In severe instances, Highfield (HABC)/Qualsafe Awards may suspend or remove the centre's approval status 
enƟrely. 
  



Last update: 01.12.2025 CLOSE PROTECTION ACADEMY LTD.  Page 21 of 35 

6. InvesƟgaƟon Timelines and ReporƟng  
6.1 We aim to resolve all stages of an invesƟgaƟon within 10 working days of the receipt of an allegaƟon. 
6.2 A draŌ report will be produced for concerned parƟes to check for factual accuracy before the final version is 
agreed upon. 
6.3 Lessons learned from invesƟgaƟons will be recorded and shared internally to prevent future reoccurrences. 
6.4 If any party wishes to appeal a decision or sancƟon, they should refer to the Close ProtecƟon Academy Appeals 
Policy. 
 
7. Contact InformaƟon  
7.1 For all correspondence regarding malpracƟce or whistleblowing, please use the email 
contact@closeprotecƟonacademy.co.uk. 
7.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Quality Assurance Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To establish a comprehensive Quality Management System that ensures all training and 
assessment services consistently meet regulatory standards and learner expectaƟons. This policy outlines our 
commitment to conƟnual improvement, staff competence, and transparent operaƟonal procedures. 
 
1. Learner Support and Transparency  
1.1 Close ProtecƟon Academy will idenƟfy the correct qualificaƟons for learner needs and provide current 
informaƟon, points of referral, and clear fee lists. 
1.2 We ensure all delivery staff, assessors, and quality assurers are occupaƟonally competent. 
1.3 Learners will be made aware of assessment requirements, fair access, appeals procedures, and the process for 
when competence has not yet been shown. 
1.4 Regulated qualificaƟons will be promoted with official Ɵtles following the format: Highfield (HABC)/Qualsafe 
Awards / Level / Type / Subject. 
1.5 Highfield (HABC)/Qualsafe Awards logos will be used only on relevant promoƟonal materials, while regulator 
logos (e.g., Ofqual) or Crown copyright logos (e.g., HSE) will not be used. 
 
2. Staff Competence and ResponsibiliƟes  
2.1 Directors Nicholas Player and Jillian Robertson are responsible for maintaining staff records, including CVs, 
cerƟficates, and CPD logs. 
2.2 Centre Manager (CM): Responsible for planning and audiƟng course delivery, monitoring the IQA strategy, and 
liaising with the Highfield (HABC)/Qualsafe Awards EQA. 
2.3 Lead Internal Quality Assurer (IQA): Responsible for compiling the overall IQA Strategy, leading the IQA team, and 
reporƟng trends to the CM. 
2.4 Internal Quality Assurer (IQA): Responsible for monitoring assessment pracƟce, verifying the consistency of 
assessor decisions, and maintaining personal CPD records. 
2.5 Trainer/Assessor: Responsible for delivering courses, conducƟng formaƟve and summaƟve assessments, and 
supporƟng learners. 
 
3. Assessment and Quality Principles  
3.1 All assessments must remain compliant with the principles of VCARS: Valid, Current, AuthenƟc, Reliable, and 
Sufficient. 
3.2 Assessors must ensure all papers are marked correctly and maintain the absolute confidenƟality and safety of 
assessment materials. 
3.3 The IQA ensures quality by verifying lesson plans, sampling learner work, and conducƟng observaƟons of 
trainer/assessors. 
3.4 Assessment failures will trigger a system review to evaluate teaching methods, learner awareness, and 
reasonable adjustments. 
 
4. Risk-Based Sampling (Traffic Light System)  
4.1 Staff are assessed on a risk basis: Green (Low), Amber (Medium), and Red (High). 
4.2 High Risk includes newly appointed staff or those with frequent remedial acƟons; these require 100% IQA review. 
4.3 Low Risk includes staff consistently demonstraƟng up-to-date pracƟce; these may move to a 25% sample rate. 
4.4 IQA AcƟvity Plans are shared with the assessor at least 48 hours in advance of the acƟvity. 
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5. Final Learner Processes and CerƟficaƟon  
5.1 Learners who are "Not Yet Competent" will receive specific feedback on weaknesses and suitable support for 
reassessment. 
5.2 We ensure the swiŌ registraƟon of results onto the Highfield (HABC)/Qualsafe Awards system. 
5.3 CerƟficates are signed and distributed immediately upon receipt; replacement requests are processed within 5 
working days of idenƟty verificaƟon. 
 
6. Annual Quality Audits  
6.1 The Directors will undertake annual audits of the website, markeƟng materials, customer service, fee lists, staff 
records, and all company policies. 
6.2 To maintain a clear audit trail, the following colour coding is mandatory: Assessors use blue/black ink, IQAs use 
red ink, and EQAs use green ink. 
 
7. Contact InformaƟon  
7.1 For all correspondence regarding quality assurance or to request qualificaƟon specificaƟons, please use the email 
contact@closeprotecƟonacademy.co.uk. 
7.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Reasonable Adjustment Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: This policy is for learners and staff to ensure that all reasonable adjustment and special 
consideraƟon requests are handled consistently. It ensures that learners with specific needs are given the 
opportunity to achieve qualificaƟons without changing assessment criteria or lowering achievement standards. 
 
1. IntroducƟon  
1.1 This policy ensures compliance with Highfield (HABC)/Qualsafe Awards requirements and relevant awarding 
organisaƟon standards. 
1.2 Each awarding organisaƟon provides specific guidelines on what can be automaƟcally approved by the centre and 
what requires formal applicaƟon. 
 
2. Centre Responsibility  
2.1 Close ProtecƟon Academy is commiƩed to giving every learner the opportunity to achieve their qualificaƟon/unit 
without altering the required standards. 
2.2 We aim to idenƟfy learners who require reasonable adjustments prior to the commencement of course delivery. 
2.3 Where an adjustment is required, the academy will apply to Highfield (HABC)/Qualsafe Awards for approval in 
accordance with their individual guidance. 
2.4 When an adjustment is approved, the academy will make the necessary provisions while ensuring that the 
assessment demand is not lowered. 
2.5 The Internal Quality Assurer (IQA) must be informed of any learners using specific reasonable adjustment 
methods during their assessment. 
2.6 Accurate records of all reasonable adjustments must be maintained for monitoring by the Highfield 
(HABC)/Qualsafe Awards External Quality Assurance (EQA) system. 
2.7 The academy will supply all necessary informaƟon regarding the use of these adjustments to the relevant 
awarding organisaƟon upon request. 
 
3. Review Arrangements  
3.1 We will review this policy annually as part of our self-evaluaƟon arrangements. 
3.2 Revisions will be made in response to learner feedback, changes in pracƟce, acƟons from regulatory authoriƟes, 
or changes in legislaƟon. 
 
4. Contact InformaƟon  
4.1 For all correspondence regarding reasonable adjustments, please use the email 
contact@closeprotecƟonacademy.co.uk. 
4.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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RecogniƟon of Prior Learning (RPL) Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To enable learners to avoid the duplicaƟon of learning and assessment by recognising previously 
acquired knowledge, understanding, or skills. This policy provides a framework for credit transfer and the validaƟon 
of non-cerƟficated achievements against the Regulated QualificaƟons Framework (RQF). 
 
1. IntroducƟon and Audience  
1.1 RPL is an assessment method that considers whether a learner meets unit requirements through exisƟng 
competencies without undertaking a full course. 
1.2 The academy provides two pathways: Credit Transfer (recognising previously accredited achievement) and 
Assessment/ValidaƟon of non-cerƟficated learning. 
1.3 This policy applies to all RQF qualificaƟons and approved Units of Assessment offered by the academy. 
1.4 The intended audience includes Highfield (HABC)/Qualsafe Awards EQAs, Internal Quality Assurers (IQAs), 
Assessors, and academy staff. 
 
2. Policy and Methods of RecogniƟon  
2.1 Learners must produce valid and reliable evidence to claim RPL against whole units or several units; part-units 
cannot be awarded. 
2.2 OpƟon 1 - Assessment Only: Learners may undertake formal assessments without aƩending teaching sessions if 
they can demonstrate prior mastery. 
2.3 OpƟon 2 - Porƞolio Submission: Learners may submit a porƞolio of evidence cross-referenced to learning 
outcomes, where accepted by Highfield (HABC)/Qualsafe Awards. 
2.4 There may be limits on the proporƟon of a qualificaƟon achieved via RPL; learners should consult specific 
qualificaƟon rules of combinaƟon. 
2.5 Appropriately trained academy staff will provide specialist advice, but the learner remains responsible for 
mapping their evidence to the required criteria. 
 
3. Principles of RPL  
3.1 Validity: RPL is a valid method for claiming RQF credit regardless of how the learning took place. 
3.2 Rigour and Transparency: Processes must be reliable, fair, and comply with all Highfield (HABC)/Qualsafe Awards 
regulatory requirements. 
3.3 Learner-Centred: The process is voluntary, and learners must receive guidance on the nature and range of 
evidence required. 
3.4 Quality Assurance: RPL is subject to the same IQA and EQA monitoring processes as any other form of 
assessment. 
3.5 Fit for Purpose: Assessment methods must be of equal rigour to formal methods; if a unit requires an external 
exam, the learner must pass that exam. 
 
4. Evidence Requirements (VARCS)  
4.1 All evidence submiƩed for RPL must adhere to the VARCS principles: Valid, AuthenƟc, Reliable, Current, and 
Sufficient. 
4.2 Evidence can include work experience records, past porƞolios, reports validated as the learner’s own work, or 
professional discussions. 
4.3 For Highfield (HABC)/Qualsafe Awards qualificaƟons, centres must ensure the RPL process is conducted by a 
person with relevant experƟse in the subject area. 
 
5. Contact InformaƟon 5.1 For all correspondence regarding RPL applicaƟons or evidence mapping, please use the 
email contact@closeprotecƟonacademy.co.uk. 
5.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
  



Last update: 01.12.2025 CLOSE PROTECTION ACADEMY LTD.  Page 26 of 35 

This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Sampling Strategy for Internal Quality Assurance (IQA) 
Policy Date: 01.12.2025 
 
Scope and Purpose: To establish a systemaƟc, risk-based approach to the quality assurance of instrucƟonal delivery 
and assessment pracƟces. This strategy ensures that tutors and assessors are supported and monitored to maintain 
the high standards required by Highfield (HABC)/Qualsafe Awards. 
 
1. IntroducƟon  
1.1 The purpose of this strategy is to ensure effecƟve quality assurance of the instrucƟonal delivery and assessment 
pracƟces at Close ProtecƟon Academy. 
1.2 This approach establishes a sampling framework that reflects the risk profile of our tutors and assessors. 
1.3 The ulƟmate goal is to promote conƟnuous improvement in teaching standards and ensure the best possible 
outcomes for our learners. 
 
2. Risk RaƟng Framework  
2.1 Risk raƟngs are assigned to each tutor/assessor based on experience, qualificaƟons, performance history, course 
complexity, and student feedback. 
2.2 Low Risk (1): Experienced tutor/assessor with strong qualificaƟons and posiƟve performance history. 
2.3 Medium Risk (2): Moderately experienced tutor/assessor with idenƟfied areas for improvement. 
2.4 High Risk (3): Inexperienced or underperforming tutor/assessor, or one with mulƟple areas for development. 
 
3. Sampling Frequency and Methods  
3.1 Low Risk (1): Sampling occurs every 3rd course or 33% of porƞolios. Methods include paper reviews and a 
periodic observaƟon at least once per year. 
3.2 Medium Risk (2): Sampling occurs every course or 100% of porƞolios for one full cycle (1 month). Methods 
include comprehensive paperwork reviews and one observaƟon per term. 
3.3 High Risk (3): Sampling occurs for every course (100%). Methods include full paperwork reviews, direct 
observaƟons during each delivery, and mandatory learner feedback collecƟon. 
 
4. DocumentaƟon and ReporƟng  
4.1 All findings from the sampling process will be documented clearly, highlighƟng strengths and specific areas for 
improvement. 
4.2 A report summarising the results will be shared with the tutor/assessor, providing construcƟve feedback and 
recommendaƟons for professional development. 
4.3 All IQA records must be made available on request to Highfield (HABC)/Qualsafe Awards EQAs. 
 
5. Review and Adjustment of Risk RaƟngs  
5.1 Risk raƟngs are reviewed on an annual basis or upon significant changes in performance or qualificaƟons. 
5.2 ConƟnuous Professional Development (CPD) acƟviƟes completed by tutors will be a key consideraƟon in 
reassessing and potenƟally lowering risk levels. 
 
6. ConƟnuous Improvement  
6.1 Feedback from the sampling process is used to directly enhance training and assessment pracƟces across the 
academy. 
6.2 Regular training sessions are organised to address idenƟfied weaknesses or to reinforce good pracƟces among 
the instrucƟonal team. 
 
7. Contact InformaƟon  
7.1 For all correspondence regarding IQA sampling or assessor risk raƟngs, please use the email 
contact@closeprotecƟonacademy.co.uk. 
7.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
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This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
  



Last update: 01.12.2025 CLOSE PROTECTION ACADEMY LTD.  Page 29 of 35 

Training Room Risk Assessment 
Policy Date: 01.12.2025 
 
Scope and Purpose: To idenƟfy potenƟal hazards within the training room (5.6m x 10.6m) and implement controls to 
ensure the safety of staff, learners, and visitors during security and first aid instrucƟon. 
 
1. Glass Infrastructure and Structural Fixtures  
1.1 Glass entrance and far wall: Safety film and decals are applied to prevent impact or collision. Further acƟon: 
Ensure visibility markings meet legal standards. 
1.2 Protruding pillars (25cm x 50cm): PosiƟoned midway along the room to be visible. Further acƟon: Apply soŌ-edge 
protectors or reflecƟve tape to edges. 
1.3 Overhead fluorescent lights (2.5m high): Maintained regularly to prevent eye strain or fixture failure. Further 
acƟon: Replace flickering tubes promptly. 
1.4 Hard wooden flooring: Padded floor mats must be used for all ground work, including first aid pracƟcals and 
physical intervenƟon training. 
 
2. Electrical and InstrucƟonal Equipment  
2.1 Power outlets every 2m: Managed via regular PAT tesƟng and cable management to prevent trip hazards or 
shocks. 
2.2 Television (55") and Power DistribuƟon Unit: Both are securely wall-mounted. Further acƟon: Conduct regular 
inspecƟons to ensure mounƟng remains secure. 
2.3 Picture frames: Lightweight and non-glass, secured with command strips. Further acƟon: Check adhesive integrity 
quarterly. 
2.4 Highfield (HABC)/Qualsafe Awards compliance: All instrucƟonal equipment must be maintained to the standards 
required by our awarding bodies. 
 
3. Furniture and Storage  
3.1 Chairs with wheels: Learners and staff are encouraged to use safe siƫng pracƟces; any faulty wheels must be 
replaced immediately. 
3.2 Desks (wood/metal): PosiƟoned with appropriate spacing to prevent minor collisions or bruising. 
3.3 Metal display unit (4m): Located out of major walkways. Further acƟon: Check for and pad any sharp edges. 
3.4 Wooden cabinets: Kept locked when not in use to prevent unauthorised access to restricted materials. 
 
4. Safety Kits and Minor Hazards  
4.1 First Aid kit and key lock box: Wall-mounted, secure, and accessible for emergencies. Further acƟon: Label clearly 
and inspect regularly. 
4.2 Loose plasƟc bin: Currently posiƟoned to the side. Further acƟon: Secure bin in a designated locaƟon with floor 
markings. 
 
5. Fire and Emergency ConsideraƟons 5.1 Fire exits must be kept clearly marked and unobstructed at all Ɵmes. 
5.2 The fire exƟnguisher is located opposite the training room entrance. 
5.3 The assembly point is at the front of the building, with the evacuaƟon route via the marked stairwell outside the 
training room. 
5.4 Emergency lighƟng is installed and must be tested regularly. 
 
6. General Safety Controls and Review  
6.1 Instructors must perform daily visual room checks before commencing training. 
6.2 A weekly maintenance review of cables, equipment, and wall fixtures is mandatory. 
6.3 Formal risk reviews are conducted bi-annually, and the accident/incident log is reviewed monthly. 
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7. Contact InformaƟon  
7.1 For all correspondence regarding health and safety or to report a hazard, please use the email 
contact@closeprotecƟonacademy.co.uk. 
7.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Safeguarding Policy 
Policy Date: 01.12.2025 
 
Scope and Purpose: To outline our commitment to providing a safe and posiƟve learning environment. This policy 
ensures the protecƟon of all learners, parƟcularly children, young people, and vulnerable adults, from harm, abuse, 
neglect, or radicalisaƟon while engaging with our security and first aid training services. 
 
1. IntroducƟon and Policy Statement  
1.1 Close ProtecƟon Academy is commiƩed to protecƟng all learners from harm, abuse, or neglect. 
1.2 We recognise our duty of care to ensure the well-being of everyone who engages with our services, including 
learners, staff, and visitors. 
1.3 This policy applies to all employees, sub-contractors, and volunteers and is underpinned by the Care Act 2014 and 
the Children Acts 1989 and 2004. 
 
2. Safeguarding Principles  
2.1 Zero Tolerance: We maintain a zero-tolerance policy towards any form of abuse, including physical, emoƟonal, 
and sexual abuse, neglect, and radicalisaƟon. 
2.2 Prevent Duty: We adhere to the Prevent duty by idenƟfying and addressing signs of radicalisaƟon or extremism in 
line with the Counter-Terrorism and Security Act 2015. 
2.3 Duty of Care: We act promptly and appropriately on any concerns raised, fulfilling our legal and moral 
responsibiliƟes. 
2.4 ConfidenƟality: All safeguarding concerns are handled on a need-to-know basis to protect the privacy of the 
individuals involved. 
 
3. Roles and ResponsibiliƟes  
3.1 Designated Safeguarding Leads (DSL): Nicholas Player and Jillian Robertson are the first points of contact for all 
safeguarding concerns. 
3.2 DSL duƟes include providing staff support, liaising with local authority services or the police, and maintaining 
confidenƟal records. 
3.3 All Staff: Every employee and sub-contractor must report safeguarding concerns immediately to the DSLs and 
maintain vigilance for signs of abuse. 
3.4 Mandatory Training: All staff must complete regular safeguarding and Prevent training to ensure they remain 
competent in their duƟes. 
 
4. Recognising and Responding to Concerns  
4.1 Staff must monitor for physical signs (bruises/injuries), behavioural changes (anxiety/aggression), verbal cues 
(disclosures), and signs of radicalisaƟon. 
4.2 If a disclosure is made, staff should listen and reassure the individual but must not make promises of absolute 
confidenƟality. 
4.3 The most important step is to report the concern to the Designated Safeguarding Lead immediately without 
aƩempƟng to invesƟgate the maƩer personally. 
 
5. Training and Review  
5.1 Close ProtecƟon Academy ensures all staff receive safeguarding and Prevent training upon inducƟon and through 
regular refreshers. 
5.2 This policy is reviewed annually to ensure effecƟveness and compliance with current legislaƟon and best 
pracƟces. 
5.3 Any updates required by Highfield (HABC)/Qualsafe Awards or regulatory bodies will be integrated during these 
reviews. 
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6. Legal Framework  
6.1 This policy operates in accordance with the Children Act 1989 and 2004, the Care Act 2014, and the Mental 
Capacity Act 2005. 
6.2 We strictly follow the Counter-Terrorism and Security Act 2015 (Prevent Duty) and "Working Together to 
Safeguard Children" guidance. 
 
7. Contact InformaƟon  
7.1 For all correspondence regarding safeguarding concerns, please use the email 
contact@closeprotecƟonacademy.co.uk. 
7.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Student Feedback Statement 
Policy Date: 01.12.2025 
 
Scope and Purpose: To ensure the conƟnuous improvement of training quality by collecƟng structured and 
qualitaƟve feedback from all learners. This policy mandates the use of feedback forms to drive the academy's Quality 
Assurance process and confirm compliance with mandatory guided learning hours. 
 
1. General Requirements  
1.1 Close ProtecƟon Academy considers learner feedback essenƟal for maintaining and improving the high quality of 
all security and first aid training courses. 
1.2 All learners are required to complete and submit a Student Feedback Form at the end of every course. 
1.3 This submission is a primary data source for the academy's internal Quality Assurance review. 
 
2. Form IdenƟficaƟon Details  
2.1 The form must capture essenƟal logisƟcal data to ensure feedback is traceable to specific delivery instances. 
2.2 Required details include the Learner's Name and the Course End Date. 
2.3 The form must specify the Instructor who delivered the training and the Venue where the course was held. 
2.4 The official Course Title must be recorded on every form. 
 
3. Structured Feedback Criteria  
3.1 Learners must evaluate the training experience using a four-point scale: Strongly Disagree, Disagree, Agree, or 
Strongly Agree. 
3.2 EvaluaƟon criteria include whether training objecƟves were met and the level of instructor engagement. 
3.3 Learners will assess the relevance of presentaƟon materials and the logical organisaƟon of course content. 
3.4 Feedback must be provided on instructor preparaƟon and the appropriateness of the course length. 
3.5 The form must capture the helpfulness of pracƟcal applicaƟons and the suitability of the training venue. 
 
4. Open-Ended Commentary and RecommendaƟons  
4.1 QualitaƟve feedback is encouraged through specific open-ended quesƟons regarding the most and least 
enjoyable elements of the training. 
4.2 Learners are invited to suggest specific changes or recommendaƟons for the training. 
4.3 The form must record whether the learner would recommend the course to others (YES / NO) with an opƟon to 
expand. 
4.4 A secƟon for "any other comments" is provided to capture feedback not covered by the structured criteria. 
 
5. Mandatory AƩendance ConfirmaƟon  
5.1 To ensure compliance with Highfield (HABC)/Qualsafe Awards regarding contact hours, learners must affirm their 
full aƩendance. 
5.2 Learners must sign a declaraƟon to confirm they have aƩended the set guided learning hours for the course. 
5.3 The learner must both print their name and provide a signature for this mandatory confirmaƟon. 
 
6. Contact InformaƟon  
6.1 For all correspondence regarding feedback or quality assurance, please use the email 
contact@closeprotecƟonacademy.co.uk. 
6.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
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Terms and CondiƟons 
Policy Date: 01.12.2025 
 
Scope and Purpose: To define the legal relaƟonship between Close ProtecƟon Academy and its learners. These terms 
govern the use of our websites, course bookings, payments, cancellaƟons, and the standards of conduct expected 
during training. 
 
1. General DefiniƟons  
1.1 "Close ProtecƟon Academy" refers to the trading name of the company. 
1.2 "Learner" means the person named on the registraƟon form. 
1.3 "Course" means the course of study as referred to by the Ɵtle in the registraƟon form. 
1.4 "RegistraƟon Form" means the document completed by the learner accepƟng a place and agreeing to fees. 
1.5 "Us / Our / We" refers to Close ProtecƟon Academy; "You" refers to any current or future learner. 
1.6 These terms, course fees, and the registraƟon form govern the relaƟonship between the learner and the 
academy. 
 
2. Website Use and Course Availability  
2.1 Content on our websites is for general informaƟon and is subject to change without noƟce; use of this 
informaƟon is at the learner's own risk. 
2.2 All courses are adverƟsed on www.firstaidtrain.co.uk and www.closeprotecƟonacademy.co.uk. 
2.3 Each course has a maximum capacity of 12 learners per instructor, allocated on a first-come basis. 
2.4 Close ProtecƟon Academy reserves the right to amend or cancel courses if deemed necessary. 
 
3. Course Bookings and Payments  
3.1 Bookings are made electronically via our website or via email request. 
3.2 A maximum of 1 place per learner is available; mulƟple learners cannot be booked under a single name. 
3.3 Course fees are payable in full at the Ɵme of booking. Bookings will not be accepted without full payment. 
3.4 Close ProtecƟon Academy reserves the right to change course fees without noƟce. 
 
4. CancellaƟons, Refunds and Rescheduling  
4.1 Per Consumer Contracts RegulaƟons 2013, learners may cancel within 14 days of purchase for a full refund. 
4.2 CancellaƟon aŌer 14 days results in the loss of all course fees. 
4.3 Rescheduling requests are only permiƩed up to 14 days prior to course commencement and are subject to a £30 
administraƟon fee. 
4.4 New course dates must commence within 6 months of the original booking. 
4.5 We are not liable for delays caused by acts of God, war, strikes, or government intervenƟon. 
 
5. Course Materials and Copyright  
5.1 All course materials are owned or licensed by Close ProtecƟon Academy; reproducƟon or distribuƟon without 
wriƩen permission is strictly forbidden. 
5.2 While we ensure informaƟon is correct, we do not guarantee the accuracy or reliability of course materials and 
exclude liability for loss arising from their use. 
5.3 Digital video recording is used to evidence outcomes for Highfield (HABC)/Qualsafe Awards; learners must noƟfy 
instructors prior to the course if they do not consent. 
 
6. Assessments and ExaminaƟons  
6.1 PracƟcal assessments are conducted by qualified instructors to regulated standards. 
6.2 If a learner does not achieve a pass mark, one free retake is permiƩed on the same day. 
6.3 Subsequent aƩempts at obtaining a pass mark are subject to a fee of £30 per exam. 
6.4 Failure to complete workbooks in accordance with Highfield (HABC)/Qualsafe Awards standards will result in an 
inability to obtain a pass mark. 
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7. Conduct and Behaviour  
7.1 Learners must act in a way that does not cause offence or harm and must adhere to the dress code (no sports 
colours or offensive clothing). 
7.2 We reserve the right to remove any learner whose conduct impedes the progress of the group. 
7.3 If a learner’s behaviour is unacceptable or causes damage, the course may be terminated without refund. 
 
8. Quality of Service  
8.1 We will use reasonable skill and care but do not guarantee that course content will meet specific individual 
requirements beyond the course descripƟon. 
8.2 We do not commit to any parƟcular result or the guaranteed obtaining of a qualificaƟon from a course of study. 
 
9. Contact InformaƟon  
9.1 For all correspondence or cancellaƟon requests, please use the email contact@closeprotecƟonacademy.co.uk. 
9.2 The telephone number for Close ProtecƟon Academy is 0800 6226526. 
 
This policy was approved by:  
Nicholas Player and Jillian Robertson for Close ProtecƟon Academy on 01/12/2025 
Review Due by 30/11/2026 
 


