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Animi Training aims to provide an excellent service to its learners and support them to achieve their goals and aspirations through the use of technology.

Initial enquiries

We will:

· Deal with your enquiry in an efficient, professional and friendly manner. 
· Provide you with free, accurate and up-to-date information about the courses, programmes of study, qualifications and facilities (including provision for students with learning difficulties and disabilities). 
· Offer you reliable and impartial advice about the most appropriate programme of study for your needs. We will direct you to other services / providers as appropriate. 
· Provide details of funding, fees and costs as well as information about any financial help which may be available. 

You will:

· Provide us with sufficient information to enable us to assist you and understand your learning needs. 

· Consider that we are not always the best / only solution for your learning needs. 

Enrolling on a learndirect Course

We will:

· Process your enrolment promptly, fairly and efficiently. 

· Check you are eligible for Government funding (resident of EEA/asylum seeker/refugee) where relevant. 

· Offer assistance in reviewing your knowledge and skills to help you choose an appropriate course of study for you and one which may allow you to progress to further study. 

· Assist you to plan and design a learning programme which leads to recognised outcomes and which suits your personal needs. 

You will:

· Discuss the plan for learning with your tutor, or other staff, at the outset of any programme. 

· Provide us with all relevant information to allow us to undertake your enrolment efficiently. 

Your Learning Experience and Support

As a learner Animi Training will provide you with:

· A personal tutor within 2 days of you enrolling on a course.  

· A relevant induction programme. 

· Access to appropriate and adequate learning resources such as information technology and reasonable additional facilities to aid you with your learning including equipment for learners with disabilities. 

· If you have indicated that you have a learning support need, we will discuss this need and relevant actions to be taken with you. Reviews of your needs will be undertaken with your tutor as part of your regular progress reviews. 

· Treatment in accordance with the law and in line with the Equal Opportunities Policy, which is made available in the Learning Centre and on the Animi Training website. . 

· Good quality support by appropriately qualified and adequately resourced staff and effective management of your learning. 

· Tutors / Learning Centre Staff will monitor your progress and provide personal help, advice and guidance. 

Effective learning needs a partnership between Animi Training, its Partners and its learners. It is your responsibility to:

· Commit to a reasonable amount of study each week, and access your course no less than once per week.
· Inform us of changes in circumstances which could affect your Government funding (where applicable). 

· Inform you tutor of your progress every couple of weeks. 

· Review your learning skills and progress on a regular basis, with information and support from staff where this is appropriate. 

· Consider the convenience of all users of the Centre by making it your business to understand and follow regulations about both personal conduct and Health and Safety. 

· Respect the individual rights of all staff and the public, and behave according to the principles of the Equal Opportunities Policy. 

Personal Conduct

The staff and other learners in the learning centres should be treated with respect and have the right to work in an environment free from harassment. Animi Training considers any discrimination, harassment or unsociable behaviour as a serious matter and reserve the right to restrict access to the learning centres. 

Recognition and Progression

On leaving the Learning Centre you have a right to expect:

· Advice and guidance about progression onto further study and referral to specialist guidance where appropriate

· Certification of your achievement or completion of your course, within 4 weeks of completion

· That any comments or suggestions you have made during evaluations will be considered in future planning

It is your responsibility to:

· Inform us of your progression intentions

· Respond to requests to contribute to the evaluation of the learning centres performance and facilities

Links to other policies
This charter is a declaration of the standards you can expect from Animi Training before you join, whilst you are undertaking a learning programme and on leaving. All aspects of this declaration apply to all learners. 

This charter should also be read in conjunction with the 

· Complaints, compliments and suggestion policy

· Discipline Policy

· Use of learning centre computers

· Health and Safety Policy

· Equalities Policy

· Appeal Policy

· Refunds Policy
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