COURSE POLICIES AND PROCEDURES

YOU MUST ATTEND ALL DATES ON YOUR COURSE. If you are ill, or for any reason you can’t attend a session, then you must contact your course tutor.  Should you become aware that you can’t attend a future course date then again you must seek permission from your course tutor immediately.

Practical Sessions

· It will be expected where possible that you take part in the practical sessions.
· Ensure you have suitable clothing for hot/cold/wet/dry weather.

· Sun protection is advised.

· Wear appropriate footwear for the playing surface indicated on your confirmation letter.

· Screw in metal studs are not permitted on the synthetic turf pitches (sand based astro turf and 3G), and blades are not advised.

· Shin pads are compulsory.

· Please bring a non-glass drinks bottle.

· Changing and shower facilities are available (unless indicated).

Classroom sessions

· Informal – pen and note pad is advised. 

· Football kit is not required to be worn at the FA Safeguarding Children and FA Emergency First Aid Workshops, although comfortable clothing is advised (a proportion of the FA Emergency First Aid Workshop involves floor based demonstrations.) 

Behaviour

· Respect other views

· Be honest

· Help each other 

· Be a role model

Health and Safety

Fire Alarm

Make your way in an orderly manner (DO NOT RUN) to the nearest fire exit and assemble at the designated assembly point unless told otherwise. Wait for register check and further information. Do not go back into the building until told to do so. 

No smoking policy

During all course times.

Health

It is the candidates responsibility to make the tutor aware of any health problems that’s may affect their involvement on the course.

A risk assessment will be completed at the facility used prior to the course start, and the coach educator will be expected to conduct a risk assessment check prior to all sessions to reduce the health and safety risk of all involved.
Usually the facility will conduct a ‘house keeping’ and/or ‘ground rules’ talk on the first session of a course, or may have informed the coach educator prior.

All candidates must follow the direction of the Coach Educator in any decision on Health and Safety matters, failure to do so is at their own liability.

Equal Opportunities

Nottinghamshire FA is committed to develop the game of Association Football to everyone within the county through the principles and practices of equal opportunities within its Coach Education programme, both as an employer and in the delivery of our service to candidates.

Employment opportunities, qualifications, services and support are available to all sections of the community and we will not discriminate on the grounds of gender, marital status, race, ability, sexuality, age, occupation, religion or political preference.

Nottinghamshire FA will:

· Ensure that its equal opportunities policy is communicated to all members of staff and candidates undertaking a course organised by the Nottinghamshire FA

· Collect data which enables the policy to be reviewed to ensure that the courses are accessible to everyone within Nottinghamshire and share this information with others who may have a legal right to access the data

· Encourage anyone who believes they have been discriminated against to raise the matter to the Course Organiser who will bring it to the attention of the Nottinghamshire FA for review and any action if necessary.
Candidate Complaints Procedure

A candidate should use the complaints/appeals procedure when they have a grievance relating to aspects of their Qualification, the Centre – Nottinghamshire FA, or an employee (paid or unpaid) of the Centre.

Stage 1

An informal complaint/appeal can be made to the candidate’s tutor/assessor. The tutor/assessor should discuss the complaint/appeal and attempt to agree a way forward or a solution that suits both parties.  Candidates should allow the tutor/assessor sufficient time to investigate or remedy the complaint/appeal in the timescales agreed.

Stage 2

If the complaint/appeal cannot be resolved informally to the satisfaction of the candidate, or if the candidate feels that they cannot make an informal complaint/appeal to their tutor/assessor a complaint/appeal form should be requested from the Nottinghamshire FA and returned to the Football Development Team with full details of the complaint/appeal for the matter to be investigated (Form 1).  This must be received by the Nottinghamshire FA by no later than five working days from the incident date.
Nottinghamshire FA will acknowledge receipt of the complaint/appeal within seven days and outline the course of action to be taken.  Nottinghamshire FA will carry out an investigation and write to the candidate within one calendar month with their findings (Form 2)
Stage 3

If the candidate has followed Stage 1 & 2 of the complaints/appeals procedure and is still dissatisfied, candidates have the right to take their complaints/appeal to the awarding body (1st4Sport Qualifications) this is shown in the candidates portfolio, which is allocated at the start of the course.
 Form 1 – Candidate Complaint/Appeals Form (to be completed by the candidate)

	Candidate Name
	

	Course No.
	
	Candidate No.
	


Describe the nature of your complaint/appeal as fully as possible.  Please include dates and times of all incidents (candidates should keep a copy of this for their records):
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	Candidate Signature
	
	Date
	


Send this appeal to – Football Development, Nottinghamshire FA, Unit 6b, Chetwynd Business Park, Chilwell, Nottingham, NG9 6RZ
Form 2 – Findings Form (to be completed by the centre)

	Candidate Name
	

	Tutor/Assessor
	

	Course Number
	


Summary of candidate complaint/appeal:

	

	

	

	

	

	


Action(s) to be taken, and target dates:

	

	

	

	

	

	

	


	Complaint/Appeal resolved?
	YES
	NO


Further comments:

	

	

	

	

	


	Centre Signature
	
	Date
	

	Candidate Signature
	
	Date
	


