
 
 

 

 
 

Portfolio of Evidence 
 
 
What is the portfolio for? 
 
The portfolio contains all of the documents that will provide you with evidence to gain the 
following qualification: 
 
FASTER L2 Gym Instructor 
 
The Awarding Body for FASTER courses are ActiveIQ, which means that in addition to the 
above qualifications you will also gain the following: 
 
AIQ Level 2 Certificate in Fitness Instructing and Gym 
 
How to use your portfolio: 
 

• You must have your portfolio with you whenever you have an assessment and when 
advised by your trainer 

• Your assessors will use your portfolio on an assessment day and then ask you to 
sign the documents used 

• If an Internal Verifier visits your FASTER venue while you are studying they may well 
want to see your portfolio 

• You must not keep any course notes or additional paperwork within your portfolio 
• Please keep your portfolio tidy 

 
Further uses for your portfolio: 
 

• You are advised to keep your portfolio safe, as if you decide to go on to further 
training you may well be able to use the evidence in your portfolio for Accreditation of 
Prior Achievement (APA) 

 
What happens to your portfolio at the end of the course? 
 
At the end of your FASTER course, your portfolio will be retained at the FASTER Centre.  It 
has to be retained, as an External Verifier from AIQ will visit the Training centre to sample 
the portfolios from your course. Once this has been done your portfolio may either be 
posted to you or collected.  The staff will arrange for you to leave a stamped addressed 
envelope if you would like your portfolio posted or if you choose to collect once it is no 
longer needed by our staff, they will email you. 
 
There is a six-month cut off period once confirmation is given for collection. If portfolios are 
not collected within this time, they will be destroyed. 
 
 
 
 
 
 



   

ACHIEVEMENT REVIEWS and PERSONAL AIMS 
 
Achievement reviews 
During your course, your trainer will offer you the opportunity to meet on Skype for an 
achievement review (tutorial).  This gives you both the opportunity to look at your progress 
so far, to comment jointly on your achievements and to share feedback (see example of 
form below).  The achievement reviews are part of your Learner Achievement Portfolio 
(LAP). A copy will be included in your portfolio and a copy is kept FASTER as part of our 
quality monitoring procedures. You can request a tutorial at any time during the course. 
 
IMPORTANT: Personal aims 
FASTER learners often set themselves personal targets to achieve - and to record - over 
and above the basic requirements of the award. 
 
To get the most out of their time on the course, we encourage every learner to set personal 
aims and to use the regular achievement reviews to track progress and, where necessary, 
set themselves new targets. 
 
This information is part of your record of achievement but will be used by us to improve 
both our training and our support of students’ personal objectives. 
 
 
 
Take a few minutes to think what personal aims you’d like to achieve on the course and 
write them below. 



   

LEARNER CHARTER 
 
 
The FASTER Learner Charter is our promise of quality. 
 
 
WHAT YOU CAN EXPECT FROM US 
 
1) The content and delivery of the programme will meet the Awarding Body’s standards. 

2) The qualifications and experience of all training and verification staff will meet or exceed the 
minimum requirements laid down by the Awarding Body. 

3) Within the limits of time and standards, certain adaptations to individual needs will be made. 

4) The information, advice and guidance provided about the programme and opportunities for 
progress will be objective and accurate.  They will be freely available from a named person. 

5) The manner of the programme delivery, the documentation and other aspects of the programme 
will all be respectful of your ethnicity, gender and age, and supportive of your level of ability. 

6) Your health, safety and well-being will always be a priority for staff. 

7) The programme will be delivered when and where agreed. If there are alterations, you will be 
informed in advance. 

8) The venues for training and assessment will be appropriate, comfortable and accessible. 

9) The equipment available for training and assessment will be appropriate, safe and accessible. 

10) The trainers/assessors will always take care beforehand to ensure all aspects of the programme 
are in place and fit for purpose. 

11) The training/assessment staff will be friendly, motivated and professional. 

12) At all times you will be treated honestly, fairly and consistently. 

13) You will never be bullied, harassed or threatened. 

14) You will be given clear instructions and provided with the necessary resources. 

15) You will receive the agreed support you need to complete the programme. 

16) The training/assessment staff will demonstrate a commitment to your long term success. 

17) The training/assessment staff will be proactive in helping to overcome learning obstacles 
encountered during the programme. 

18) Your complaints, concerns and appeals (if any) will be dealt with promptly and fairly by a named 
person. 

 



   

 
EQUAL OPPORTUNITIES POLICY 

 
 
Policy statement 
 
FASTER is committed to the elimination of unlawful discrimination, and to the promotion of equality of 
opportunity for learners and prospective learners, in its functions of: 
 
• Selection, recruitment and initial assessment. 
• Community links and partnerships. 
• Induction and management of learning. 
• Programme delivery. 
• Assessment and review. 
• Verification. 
• Achievement and progression. 
• Monitoring and review. 
• Learning, examining, curriculum development and quality assurance. 
 
The aim of the policy is to ensure that all learners and prospective learners are all treated equally, fairly and 
with the highest standards of customer care, irrespective of: race, colour, nationality, ethnic origin, educational 
achievement, gender, sexual orientation, marital or parental status, age, disability, political or religious belief 
or socio-economic class. 
 
This policy is augmented by its learner anti-harassment policy and its procedures for support of learners with 
additional support needs and disabilities. 
 
This Equal Opportunities Policy operates within the legal framework of various pieces of legislation including 
the Sex Discrimination Act 1975, Race Relations Act 1976 as amended by the Race Relations Amendment 
Act 2000, the Disability Discrimination Act 1995 (Part 4), the Sexual Orientation Regulations 2003 and the 
Religion or Belief Regulations 2003. 
 
Key outcomes 
 
• Learners and staff are expected to respect the policy and practices in their dealings with all members of 

the FASTER community, and to behave in a way, which reflects and appreciates the diversity of the 
FASTER community. 

• FASTER is committed to a continuing programme of action to make these policies and practices effective. 
• Breaches of this policy by staff or learners will be fairly investigated and, where appropriate, action will be 

taken. 
• All equal opportunities procedures will be fair, consistent and monitored. 
 
Harassment complaints 
 
Any learner who alleges that he or she has been the subject of discrimination or harassment has recourse to 
the FASTER complaints and harassment policies and procedures. 
 
Monitoring, assessment and review 
 
FASTER monitors, assesses and reviews the effectiveness of its Equal Opportunities policy and its 
undertakings in its Learner Charter. 
 
All FASTER’s functions relating to learners will continue to be monitored and reviewed. 
 
Responsibilities 
 
This policy will continue to be monitored and revised on a regular basis to ensure compliance with relevant 
statutory legislation.  
 
(See next page for our undertakings towards Equal Opportunity)



   

EQUAL OPPORTUNITIES POLICY Cont. 
 
Measuring success 
 
FASTER considers its Equal Opportunities Policy to be central to its quality management and to ensure 
employers and learners enjoy equality of access and provision.  
 
FASTER undertakes the following: 
 
1) Through its marketing materials and presentations, FASTER will ensure that its commitment to Equal 

Opportunities is understood by all its stakeholders. 

2) All applicants for programmes will be offered guidance and support regardless of: race, sexual orientation, 
colour, nationality, ethnic or national origin, disability, gender, age, marital status or religion. 

3) Programmes of learning and assessments will be designed to promote equal access. 

4) We will collect anonymous information allowing us to calculate on a quarterly basis information on the 
age, gender, ethnicity, occupation, prior learning and achievement, health/disability and progression of our 
learners. These will be measured against our own targets towards greater diversity. 

5) FASTER’s learner policies will provide all learners with equal rights and responsibilities. 

6) Provision of learning support will be available to all those identified as being in need, enabling equal 
access to all courses wherever possible. Where additional or specialised provision is required – and not 
available through FASTER – arrangements or referrals will be made to ensure that provision can be 
accessed by the learner. 

7) FASTER may advise learners which courses and venues are the most suitable based upon our aim to 
provide the most suitable delivery of training to each individual. 

8) Information obtained from learners through: programme reviews, learner achievements, questionnaires, 
surveys and interviews will be anonymous and used to improve the equality of opportunity available. 

9) All learners will have an opportunity through programme feedback and questionnaires to freely express 
personal views. These anonymous views will be taken into account by the Learner Charter Monitoring 
Team, and actions taken. 

 
Every quarter, the FASTER management team meets to measure its success against these 9 statements and 
sets targets for improvement. 



   

ANTI-HARASSMENT POLICY and PROCEDURE 
 
Policy statement 
Harassment of people in our learning environment is a feature of discrimination, which is prohibited by law.  FASTER considers all forms 
of harassment to be extremely serious, is committed to eliminating it and takes steps to investigate harassment complaints thoroughly. 
 
What is harassment? 
Personal harassment is defined as any behaviour which is unacceptable to the recipient and which creates an intimidating, hostile or 
offensive environment for employment, study or social life.  It should be understood that: 
 
• Anyone can suffer from harassment. 
• An action or statement does not have to be repeated over a 

long period of time to be defined as harassment. A single 
statement or action may constitute harassment. 

• Even behaviour which is not meant to cause offence or 
distress may do so. 

• It is the impact of the words or action, not the underlying 
intent which is important. 

• Health, physical characteristics, personal beliefs and other 
factors may lead to harassment. 

• Harassment can occur between people of the opposite sex 
or between people of the same sex. 

• Differences of culture, language and attitude, or 
misinterpretation of social signals may mean that what is 
perceived as offensive behaviour or language by one person 
may not seem so to another

 
Sexual harassment 
A form of sex discrimination, it involves unwanted sexual attention which emphasises sexual status over a person's individual status.  
Some examples of sexual harassment are: 
 
• remarks, looks, jokes, use of offensive language, alluding to 

a person's private life or sexual orientation by innuendo, or 
remarks about a person's appearance 

• making provocative suggestions or pressing people to 

  accept unwelcome invitations  
• the display of suggestive or pornographic material  
• deliberate physical contact, to which the individual has not 

consented or had the opportunity to object to
 
Racial harassment 
A form of racial discrimination, it involves offensive behaviour by a person or group of one racial or ethnic origin against a person or group 
of another.  Examples of racial harassment include: 
 
• Derogatory name-calling. 
• Insults and racist jokes. 
• Ridicule of an individual for cultural differences. 
• Exclusion from everyday conversation or social events. 

• Unfair allocation of work and responsibilities because of 
racial or ethnic origin. 

• Display of offensive, racist material.

 
Other forms of personal harassment 
Harassment may take many forms and people can be subject to harassment on a variety of grounds including sexual orientation, religious 
or political convictions, age, real or suspected infection with AIDS/HIV, or disability.  Examples include: 
 
• Gibes in reference to personal traits or appearance, invasion 

of privacy or practical jokes which cause offence. 
• Academic bullying - asserting a position of intellectual 

superiority in an aggressive, abusive or offensive manner, 
threats of course failure, and sarcasm.

 

SOLUTIONS 

Any learner who suffers from harassment from any individual or group in the course of their study will have the support of FASTER in 
seeking to ensure that harassment ceases. There are various ways in which an individual can deal with harassment, ranging from asking 
the person to stop, to making a formal complaint. 

 

Informal or “on-the-spot” procedure 
• If possible you should speak to the alleged harasser yourself, making it clear that his/her behaviour is unacceptable and you wish it 

to stop.  In many cases, such an approach is successful and the harassment ceases. 
• You may wish to seek help or advice from a friend or sympathetic colleague whom you feel able to talk to and who may also 

accompany you to a meeting or in helping to put your case to the harasser; this cannot be your trainer. 
 
Formal action can be taken if the above stage fails to be effective in stopping the harassment or where the behaviour is of such a nature 
that informal measures would be inappropriate. 
 
Formal procedure 
• Ask for a confidential interview with a trusted member of your centre team. They will listen to you in confidence and give you advice 

on how best to proceed. 
• If you decide to proceed further, and have exhausted the informal option above, please utilise the FASTER complaints procedure 

using the form provided. 



   

GROUND RULES 
  
At FASTER, we recognise the importance of maintaining a well-regulated environment for you to work in and have a 
number of ground rules, which we ask all learners to observe. 
  
For everyone’s comfort and well being all learners will be expected to: 

1. Switch off mobile phones during practical sessions. 
2. Eat between practical sessions and refrain from taking food, or sweets, into classrooms. 
3. Leave cups, mugs, cans and bottles in the kitchen or the bin during practical sessions. 
4. Drink only non-alcoholic beverages and do not smoke during training hours. 
5. Dress in an appropriate manner for the activity in which you are involved (guided by the trainer).  Appropriate dress 

does not include jeans, sleeveless tops or open toed footwear.  The trainers will advise you on what is appropriate 
based upon the standards expected of professional gym instructors, personal trainers and sports massage therapists. 

6. Maintain an appropriate level of personal hygiene.   
7. Treat other learners and staff with respect.  Avoid rudeness and aggression.  Avoid racist, sexist and other offensive 

activities or remarks. 
8. Be punctual for all programmed sessions and complete your work by the due date/time. 
9. Take care of your own health and safety and that of others. 
10. Do not act in a manner likely to bring FASTER into disrepute. 
  

If at any time you are deemed to have failed to comply with any of these ground rules you may be subjected 
to the warning process. You can receive up to a maximum of three warnings throughout the duration of the 
course. They will be termed: 
 
 1st stage warning 

2nd stage warning 
3rd stage warning 

 
Should you be subject to the warning process you will receive a written copy of the warning detailing the 
reasons for it being used.  You will be required to sign the warning to say that you have seen it. You are not 
signing to say that you agree with it. If you do not agree with it you may appeal through the normal appeals 
procedure.  If you are subject to a 3rd stage warning you will be asked to leave the course immediately and 
will be permanently excluded from any future face to face courses with FASTER.  No fees will be reimbursed.  
If the reason for the 1st warning is deemed serious enough you may be subject to an immediate 2nd or even 
3rd stage warning. 

  
 More seriously: 
1. Do not cheat during assessments and exams. 
2. Do not have illegal substances in your possession on FASTER’s premises. 
3. Do not attend classes under the influence of drugs or alcohol. 
4. Do not threaten, bully or assault learners or staff. 
5. Do not steal, vandalise, injure or in any way harm the property and interests of learners or staff. 
  

These infringements will lead to instant and permanent exclusion from the course.  Fees will not be 
reimbursed. 

  
 Assessment and exam ground rules: 
1. If you miss more than 10 % of course, you may continue on the course but will not be able to sit or participate in any 

theory or practical assessments. This is in your interest, as you will have missed too much information. You will have 
to return to attend the missed hours and then sit the theoretical and practical assessments at a later date. This is a 
non-negotiable rule. 

2. If you arrive late for an exam, no additional time can be allowed. If you arrive more than 30 minutes late you cannot 
be admitted to the examination room. 

3. If you fail to attend an Active IQ examination, you will be charged a fee to cover administration costs. 
4. If you leave the examination room you cannot be readmitted. 
5. Failure to hand in set assessed work (i.e. worksheets and case studies) on time will automatically be recorded as a 

referral. 
6. Results for externally set and marked examinations will be available a minimum of 3 weeks after exam completion. 
7. If you need to retake an exam this will normally be at least 48 hours after receiving the result. 
8. You can have sight of your completed exam paper if you are referred. (This is not available for Active IQ 

examinations). 
9. If you leave a module or refer on an assessment, you may apply to attend any FASTER Training centre to attend 

missed hours before taking the assessment.  
 
 



   

Note:  Continued lateness for lessons will be marked as absences and accumulate towards the total 
amount missed attendance time. 
 
You must remember that the 10% rule is there to protect your position as a learner. It is not there to 
provide an opportunity to take time off, it is for unavoidable commitments or emergency situations. 
FASTER courses are very intense and you cannot afford to miss valuable time. 
 

If you feel that you have not been treated fairly, or that you have not had a suitable opportunity to 
state your case, you may use the FASTER complaints procedure. 

 
 

ASSESSMENT PROCESS 
 
The FASTER assessment process is designed to test competence against a list of standard 
performance criteria. This means that you must show the ability to perform the activities within a 
functional or occupational area (to the levels of performance expected in employment).  
 
Each module is assessed individually and consists of specific performance criteria. 
 
Methods of assessment will vary from module to module but will usually take the following form: 
 
Practical - Each module is assessed by checking competence against a standard set by 
performance criteria, during observation. Questions may also be asked in order for the candidate to 
demonstrate underpinning knowledge. 
 
Theory - All modules contain assessments to check underpinning knowledge. This happens in 
various ways such as worksheets, written assessment plans, case studies and theory papers.  
 
The theory papers are internal and external theory papers, set by ActiveIQ, are marked by FASTER 
and are sampled by the Awarding Body to ensure correct marking procedures are being followed.   
 
FASTER has a policy for assessing candidates with special needs. A form (RA) must be completed 
on day one of the course and the alternative assessment methods must be approved by ActiveIQ. 
 
Candidates have the right to video any aspect of their assessment using their own video equipment 
providing it doesn’t interfere with the assessment process, other candidates, or the assessor's ability 
to carry out their role.  It is the responsibility of the candidate to arrange a video operator. 
 
Each learner will be given the opportunity to review the performance criteria for each practical 
assessment.  Mock assessments are also run within the programme. 
 
 

 



   

ASSESSMENT CRITERIA 
 

The FASTER Courses and its modules are highly demanding.  The assessment 
procedure is strictly adhered to. 
 
A learner may continue to sit in on and complete their course regardless of whether they 
pass or are referred for any module.  Learners will only receive the certificates for any 
referred modules when they have successfully completed all relevant assessments.  The 
FASTER Certificate will only be issued when all Course modules and assessments have 
been successfully completed. 
 
• There is no limit to the number of times a learner can attempt any assessment 

within the given time constraints. The first two attempts are free. 
 
• If a learner refers on their 1st attempt they may have a 2nd attempt, normally a 

minimum of 48 hours after the first assessment.  
 
• If a learner refers for a second time they may take a 3rd attempt which can only 

be taken once the full Diploma has been completed at a mutually agreed time 
and location.  A fee of £25 is levied for the 3rd assessment. 

 
• Any learner that remains unsuccessful after 3 attempts may continue to retake 

the assessment at a mutually agreed location and time. A fee of £75 per attempt 
(payable in advance) will be levied. 

 
At any time after the second referral, the learner may opt to re-sit the whole module (or 
parts thereof) for revision purposes at any FASTER venue, subject to headquarters 
approval and the availability of places.  A daily revision fee will be levied for this. The daily 
revision fee is £33 at regional venues and £36 at the Headquarters. The minimum revision 
period is 1 full day. No more than 50% of the module can be re-taken as revision. If a 
learner wishes to re-sit more than 50% of the module, the appropriate module fee will be 
levied. All fees are payable in advance. 
 
Throughout this process the learner may meet with the appropriate trainer to formulate an 
action plan. This will not involve additional training or coaching. 
 
Assessments can be re-taken at any FASTER Centre but a place on any course at any 
venue is strictly subject to availability.  Notice of availability cannot normally be given until 
2 weeks before the course commences. 
 
All learners undertaking the course or individual units must pass the associated 
assessments within 1 year of the date of commencement of the course/units. If, during this 
period the course content and therefore the associated assessment(s) has changed, the 
learner will be required to re-sit any new elements of the unit/course at an appropriate fee, 
before the new assessment can be attempted. Any learner that has not passed the 
assessment within the year allotted must re-sit the whole unit/course for which the full 
unit/course fee will apply at the current price.  
 



   

REASSESSMENT PROCEDURE 
 
In the event of learners needing to be reassessed in any aspect of the course, the following 
procedure will normally be followed: 
 
1. Discussion between the trainer and learner regarding areas for further study or practice.   
    Support will be given to the learner. 
 
2. Theory reassessments will take place as directed by trainer. 
 
3. Practical reassessments will be co-ordinated by the trainer at a mutually convenient time. 
 
4. For all theory and practical reassessments a minimum of 48 hours between assessments is 
required. The timescale recommended will reflect the amount of work/practice required.  Selected 
aspects of the practical assessment may, however, be reassessed on the same day, at the 
discretion of the trainer. 
 
 
 



   

ASSESSMENT APPEALS POLICY AND PROCEDURE 
 
Policy statement 
If you are dissatisfied with an assessment decision, (for example, you judge that you are competent but 
the assessor does not agree) you have the right to appeal. 
 
Appeals procedure 
There are 4 stages in the appeals procedure (3 internal and 1 external) and each stage must be 
exhausted before proceeding to the next one. You are advised to keep your own copies of all the 
documents used in the appeals procedure. 
 
Stage 1 
If you have received an assessment decision about your competence with which you disagree, you have 
a right of appeal directly to the assessor. This appeal must be in writing (you may use the standard form 
included in this Record of Achievement) within 14 days of the decision being notified to you.  Your appeal 
should include written documentation from the assessment.  Video evidence will significantly strengthen 
your appeal.  The appeal form should clearly indicate such things as: 

• the points of disagreement 

• the evidence in the portfolio that you believe meets the requirements of the performance criteria or 
standard for claiming competence and/or 

• evidence of the failures in provision of resources and/or opportunities for demonstrating competence 
 
The assessor/trainer will reconsider the matter and provide written feedback to the learner within 14 
days. 
 
Stage 2 
If you are not satisfied with the outcome of Stage 1 you can appeal to the Internal Verifier. This appeal 
must be in writing, but need not repeat the detail provided at Stage 1 as all the documentation used at 
Stage 1 will be passed to the Internal Verifier by the assessor. The Internal Verifier will reconsider the 
matter and provide written feedback to you within 14 days. 
 
Stage 3 
If you are not satisfied with the outcome of Stage 2 you can appeal to the FASTER Training Assessment 
Appeals Panel. This appeal must be in writing, but need not repeat the detail provided at earlier stages 
as all the documentation will be passed to the Appeals Panel by the Internal Verifier*.  The Appeals 
Panel will be made up of 2 or 3 members of FASTER Training staff who are familiar with the 
curriculum/course and with it’s assessment procedures but who have not been previously directly 
involved with the matters in dispute  They will meet and make their recommendations within 14 days.   
 
Awarding Body appeal 
If you are not satisfied with the outcomes of Stage 3 of the appeals procedure you may appeal to the 
Awarding Body - ActiveIQ.  This appeal must be in writing using the “ActiveIQ Candidate Appeals 
Application Form” available from your centre.  The appeal must be accompanied by copies of all 
documentation from Stages 1, 2 and 3. There must also be evidence presented to the Awarding Body 
that your appeal has been through all the previous stages.  Within 5 working days of receipt of your 
appeal, ActiveIQ’s External Verifier will either: 

• Produce a written solution for you or 
• Produce a holding reply and final reply within an additional 5 working days 
  

*IV Contact details: 
 
Helen Brown 
helen@lifecare-health.co.uk  
07912 517113  
 

IV Contact
hadynluke@gmail.com



   

LEARNER COMPLAINTS POLICY AND PROCEDURE 
 
Policy statement 
 
If you are unhappy about any aspect of the service of FASTER, you should complain immediately.* 
 
This is the only method of official complaint and must be completed by the learner.  FASTER will not 
deal with complaints from learner’s family, partner or associates if the learner is over 18 years old. 
 
* If you disagree with an assessment decision made by your trainer/assessor please use the Assessment    
  Appeals procedure on the previous page. 
 
Complaints procedure 
 
There are 3 stages in the complaints procedure (2 internal and 1 external), and each stage must be 
exhausted before proceeding to the next one.  You are advised to keep your own copies of all the documents 
used in the complaints procedure.  If you are an adult learner (or over 18 years old), only you may submit the 
complaint.  FASTER will not deal with communication from an adult learner’s friends or family. 
 
Stage 1 (“on-the-spot” solutions) 
 
You should contact your tutor, or in the event of this being unsuitable, contact the Internal Verifier (contact 
details on previous page), who will ensure that your concerns are dealt with fairly and quickly.  You should tell 
the tutor your concerns within 14 days of the matter complained about.  You may use the standard form 
included in your LAP, although this is not necessary at this stage should you wish to deal with the matter 
informally.  You may enlist the support of a trusted friend or colleague to assist.  Should you wish to provide 
details in writing, you must use the standard form in this LAP.  The following information should be made 
available: 
. 

• Your name and address and the site where your training is provided. 
• A description of your concern or complaint. 
• What you feel FASTER should do.  
• A daytime phone number where you can be contacted. 

 
The tutor or Internal Verifier will fully investigate the complaint and provide written feedback to you within 14 
days. 
 
Stage 2 
 
If you are not satisfied with the outcome of Stage 1 you can appeal to the FASTER Complaints Panel. The 
complaint must be on the standard form in the LAP, but need not repeat the detail provided at Stage 1 as 
all the documentation will be passed to the Complaints Panel by the tutor.  You are likely at this stage 
however, had you not done so already, to be requested to substantiate any complaints or allegations with 
written factual evidence and/or signed statements from witnesses.  This will assist in reaching a speedy 
conclusion to the complaint. The Complaints Panel is made up of up to 2 or 3 members of FASTER members 
who are familiar with the curriculum/course and with FASTER’s systems, but who have not been previously 
directly involved with the matters in dispute.  They will meet and make their recommendations within 28 days.   
 
Stage 3 
 
If you are not satisfied with the outcome of Stage 2 you may proceed to Stage 3. The complaint must be in 
writing to ActiveIQ, the Awarding Body, and must be accompanied by copies of all documentation from Stages 
1 and 2. There must also be evidence presented to ActiveIQ, the Awarding Body, that the complaint has been 
through all the previous stages. 



   

LEARNER COMPLAINTS/APPEALS FORM 
 

Please read the complaints and appeals policies and procedures before completing this form.   
Only the learner may complete this form. 

 
Name ……………………………….………………………………  Centre………………………………… 
 
Name of Tutor……………………………………………………..   Today’s date………………………… 
 
Your contact details:  Daytime phone no………………………… Evening/mob no………………… 
 
This is:    A complaint  An appeal   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTES:  Please include all relevant details using additional sheets if necessary, including 
names, dates and times, places, contributory factors etc and attach copies of any evidence 
or witness testimonies to support your case. 
 
Please hand this document to your tutor in the first instance. 
 
 
Signed………………………………………………………………Dated…………………………………… 

  

Please state the nature of your complaint or the grounds for your appeal 
 

Please state what you want FASTER to do about your complaint or appeal. 

  



   

LEARNER DATA PROTECTION POLICY 
 
As a FASTER learner you have the right to receive a report of the personal information we hold 
about you under the Data Protection Act 1998. 
 
This information can be requested from us.  
 
If any data is inaccurate it will be corrected without delay. 
 
In general, the personal data we keep is comprised of: 
 
• The information you supplied during enrolment such as your contact details, your age and 

gender, your chosen course, the centre you attend and the nature of any additional support 
needs that you have requested. 

• Your progress through the course and payment details.  
• The voluntarily supplied details of previous employment and qualifications and your future 

employment and training plans from your learner induction form. 
 
As a general rule, the only documentation we keep through which you could be identified are your 
health-screening questionnaire and your portfolios of work.  These documents are kept in secure 
storage at all times.  Learners are entitled to check that these documents are kept confidential. 
 
FASTER is registered under the Data Protection Act and will only share the information it has about 
you with other agencies who have agreed rights of access. 
 
These are: 
 
• The Awarding Body (External Verifiers) 
• The college where you enrolled on the programme (if applicable) 
• Your employer (if your employer is sponsoring you) 
 

 
LEARNER CONFIDENTIALITY POLICY 

 
FASTER needs to have relevant and current information about you and your training and career 
plans in order to provide services within the standards laid down by: 
 
• The Awarding Body. 
• The Qualifications and Curriculum Authority’s various codes of practice. 
 
The more accurate and complete that information is, the more we can meet your individual 
requirements. 
 
All personal information about you is kept secure and is treated as strictly confidential.  We will not 
disclose any information about you to any 3rd party except in the following circumstances: 
 
• When law requires us. 
• Where we have your prior consent or you have asked us to do so. 
• Where we are instructing our employees or agents to provide services to you on our behalf. 
• When we are required to do so by your employer (if applicable). 
• When we are required to do so by the enrolling college (if applicable). 
• When we are required to do so by the Awarding Body. 



   

NON COMPLETION POLICY 
 
In the event that a student encounters any unforeseen circumstances that result in a requirement to 
leave a course prematurely, the following will apply: 
 
Question:  Do you wish to return to complete the course you have left? 

 
NO – No further action is necessary, no refunds will be given. 
YES – You have up to 1 year from the original course start date to return and complete your 
course, subject to availability and vacancy on your preferred course. 
 

Question:  Is there a vacancy on your preferred course at your preferred venue on a suitable date? 
 

NO – Explore alternative options and dates. 
YES – Re-book your chosen course and pay the mandatory £95.00 administration charge. 
 

 
REFRESHER TRAINING POLICY 

 
Graduates that wish to return to a FASTER venue to refresh a course that they have previously, 
successfully completed, may do so subject to space availability on the course. Please call 08455 19 
16 15 to establish availability. 
 
We reserve the right to allocate you onto a course at a particular venue, at a particular time if 
circumstances justify this action.



   

 
CONFIDENTIAL HEALTH SCREENING QUESTIONNAIRE 

Please complete the following details and questions before you begin your course 
Just place a “” to indicate “Yes or Not Sure” 

Please discuss all health issues with your tutor 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If you have ticked any of the above, please give details of condition and related medications on the reverse side of this 
form.  Please also give details of any current conditions or injuries that may affect your performance during the course. 
 
 
 
 
 
 
Do you have or have you ever had: Any pain or major injuries in the following 

areas? 
Arthritis   Neck  
Asthma   Back  
Cramps   Knees  
Muscular pain   Ankles  
     
Do you smoke?   Are you dieting or fasting?  
 
If you have any other conditions or special needs which may be reason to modify the activities you will be doing during 
your course you MUST inform your trainer immediately. 
 
You may be exempt from active participation if you are physically unable through illness, injury or disability.  Such 
exemptions are authorised by the Course Leader. 
 
Next of Kin details 
 

 
 
 
 

 
Please pass this form to your course tutor who will secure it in a locked cabinet. 

Do you have or have you ever had: 
Gout  Diabetes  Palpitations or pain in chest  
Glandular fever  Dizziness or fainting  Hernia  
Any heart condition  High blood pressure >140/90  Liver or kidney condition  
Stroke  Epilepsy  Rheumatic fever  
Heart murmur  Stomach or duodenal ulcer  Raised cholesterol/triglycerides  

Name: ……………………………………………………………….… Course……..: ………………………………………. ……………………   Gender: M    F  
 
Address: ……………………………………………………………………………………………………………………………………………….…………………… 
 
………………………………………………………………………………………………………………………………..Post code: …………………………………... 

Normal occupation: ……………………………………………………Height: ……………………….Weight: …………………. 
 
Has anyone in your family under 60 suffered from heart disease, stroke, raised cholesterol or sudden death?     
Are you male over 35 or female over 45 and NOT used to regular vigorous exercise?       
Are you on prescription medication?    Have you given birth in the last six weeks?    
Have you been hospitalised recently?    Are you pregnant?*      
 
* If you are pregnant, or suspect you may be pregnant you must complete a pregnancy screening form (available from the centre) and send/give it to your 
centre manager. 
 

If you have ticked any if the above, please take this form to your doctor and ask for a clearance to exercise before starting the physically demanding part of 
your training programme or sign below if the condition has been cleared.  
 
Condition cleared: ………………………………………………………………….………..  Cleared with doctor?  Yes  No  
Signature: ……………………………………………………………………………….…...   Date ………………………………….... 

In case of an emergency contact: 
 
 

Name ………………………………………. Contact number ……………………………….. Relationship ……………………………… 



   

Course Disclaimer 
 
 
 
 
 
 
 
 
 
 
 
 
 
As part of the fulfilment of FASTER L2 Gym Instructor or an individual module/course, it is 
understood that all learners participate in all the practical elements. 
 
A learner may be exempt from active participation if he/she is physically unable; through illness, 
injury or disability.  Such exemption must be authorised by the Tutor. 
 
Release Form 
 
I (learner) ……………………………………… , understand that certain elements of the Gym 
Instructor course or an individual module can be physically demanding.  As a condition of my 
enrolment I accept full and complete responsibility for my participation in the practical elements of all 
courses. 
 
I agree to dress in an appropriate manner to attend each lesson. 
 
This means that I agree that all information given in the Confidential Health Screening 
Questionnaire is true and that, if required by FASTER Training, I shall obtain medical approval for 
my participation. 
 
I agree to be screened for contraindications to Gym Instructor at the start of the Certificate in Gym 
Instructor(if enrolled). 
 
I agree that FASTER and FASTER associated trainers are free of any and all liability for any death, 
consequent and/or subsequent injury or health problems that may result from or be aggravated by 
my participation in the Certificate in Gym Instructor or an individual module/course. 
 
I agree that if I use the gym on the FASTER’s premises or premises used by FASTER without 
supervision, I do so completely at my own risk. If I am unsure about using any of the gym or Gym 
Instructor equipment, I will ask one of FASTER’s staff to assist me. 
 
I agree that if any of the details I have provided change at any time during my participation in the 
Certificate in Gym Instructor or individual module/course, I will inform my Tutor immediately. 
 
Learner's name (printed) ………………………………………………………….. 
 
Learner's signature ………………………………….. Date ……………………. 
 
 

 
Please return this disclaimer to your course tutor who will place it into the course log for 

reference. 
 

 

I understand that elements of the L2 Gym Instructor can be physically demanding and that this health screening 
questionnaire is designed to help me in assessing my fitness for the course.  As a condition of my participation I accept 
full and complete responsibility for my participation in the practical elements of courses and, where I have any doubts 
about my fitness, I have obtained medical approval for my participation.  I agree that FASTER and its trainers/assessors 
are free of any and all liability for any death, injury, illness or other health problem consequent on, or subsequent to, my 
participation in any training programme. 
 
Signed ………………………………………………………………………  Dated ……………………………… 



   

Policies and Procedures Agreement 
 

I have read and fully understand the following procedures and policies contained within my 
Learner Achievement Portfolio: 

 
 

 
 Please Tick 

Learner Appeals Policy and Procedure  
Learner Complaints Policy and Procedure  
Learner Charter  
FASTER Ground Rules  
Equal Opportunities Policy  
Anti-Harassment Policy and Procedure  
Reassessment Procedure  
Policy for Completing the Diploma Over Time  
Learner Data Protection Policy  
Learner Confidentiality Policy   
Assessment Procedure  
Health and Safety Policy (completed on live day)  

 
 
 

    
Signature: _________________________________________________ 
 
    
Date:          _______________________________ 
 

 
 

Please print, tick the relevant boxes, scan and email to:  
 
fastercourses@lifecare-health.co.uk  
 
Or Post to: 
 
FASTER PT Course Assessor 
c/o LifeCare Health 
Manor House  
Marston Estate 
Frome 
Somerset 
BA11 4BN 
 
 
  

David Cooke
dc@accelerate-coaching.com 


