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We support over 4,500 people every 
year either into work or to develop their 
careers through vocational qualification 
programmes and continuing professional 
development. We train dental nurses, early 
years educators and care professionals, 
as well as their managers, to gain the 
knowledge, skills, and behaviours to 
perform to their roles at their very best.

We specialise in Dental and Care and so 
we are well-placed to support these sectors 
with their unique recruitment and training 
requirements. We even support other 
training providers and colleges by supplying 
best-in-class curriculum and digital 
resources for their students.

About Aspiration Training
Why do we do what we do?
At the heart of our purpose is our unwavering commitment to 
improving people’s lives through education. We passionately 
believe in providing opportunities for all learners and Team 
Members, to continually learn, and to develop the knowledge 
and skills required to enhance careers, from foundation level for 
school leavers right through to level 5 qualifications and beyond. 
We support our employers with upskilling their workforce, solving 
their challenges around recruitment and talent acquisition which 
directly supports their business growth.

Welcome to Aspiration Training, I wish you a long and fulfilling 
career with us.

Iain Salisbury
CEO Aspiration Training

How do we do what we do?
We practice what we preach and invest heavily in our  
internal apprenticeship programmes, giving Team Members  
an opportunity to gain a formal qualification and further  
their career. 

We focus on creating a culture and environment where all Team 
Members are empowered to be the very best they can be.

We continue to evolve as an organisation, investing in 
technology to keep us at the forefront of new ways of teaching 
and learning. We are committed to providing first-class services, 
taking care to ensure that we remain honest to our core 
organisational values and placing learner outcomes  
as our number one priority. 

Our vision, mission and values are shaped around how we 
behave as individuals, as a team and as a business.

We are ambitious and passionate about our people whilst 
ensuring an amazing experience for our learners, employers  
and stakeholders.

Aspiration Training is an award-winning 
specialist training provider, delivering 
qualifications in Dental and Care across 
England and Wales for over 20 years.

We are driven by our purpose, vision, and 
values, which are at the heart of our culture, 
and we believe that this commitment is 
why our team are so successful and every 
year we improve the lives of thousands 
of people through education. We pride 
ourselves on our exceptional service,  
our unparalleled teaching and achieving 
our Best Companies Good Place to Work 
accreditation. 

We focus on supporting and developing 
our Team Members and providing them 
with a great place to work. Our frontline 
teaching team are not only sector experts 
but also qualified to, or working towards,  
at least level 4 in teaching. In addition, 
many are mental health first aiders, too.
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Your guide to Aspiration Training
The purpose of this guide is to provide you with key information 
about working for Aspiration Training, our culture and the benefit 
schemes available to you.

When reading this guide, we hope that you feel:

•    Our most important and valued part of our business is you.

•    We value our Team Members, your commitment to us and  
the positive culture we all create.

We strive to create an inclusive and rewarding environment 
throughout our business and, from day one, we are sure you  
will feel part of our family. In appreciation of what you do we  
have a vast range of benefits to support and reward you.

Not only that, but we also focus on continuous professional 
development and invest heavily in our internal apprenticeship 
programme, as well as providing a wide range of training to develop 
your skills and to keep them current in their specialist competencies.

Mel Barrett-Kelly  
Director of People & Culture
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Part of our family
We all understand how important taking 
personal responsibility is when it comes to 
things such as your health and wellbeing, 
and we believe that it is the same when 
it comes to performance at work. We 
hope that you will make the most of your 
time with Aspiration Training. Challenge 
yourself and us, ask for feedback, grab 
every opportunity you can and, if you  
have any queries or concerns at any point 
of your employment, no matter what it is 
please speak to your line manager  
or the People & Culture Team. 

You are unique 
Although we treat all our Team Members 
impartially and fairly, we do not wish 
to treat everyone the same. This is 
because each of you will have different 
job roles, different styles of working, 
different training needs and you will be at 
various stages of your career journey. We 
therefore celebrate your uniqueness and 
try to avoid a ‘one size fits all’ culture.

We trust you
As we grow and develop our workforce 
we are eager to encourage freedom 
and autonomy. You will, therefore, be 
treated with respect. All roles will allow 
some opportunity for flexible working 
and home working, with Team Members 
taking ownership of their own diaries, 
appointments and time management.

Our business is all about developing people to 
be the very best they can be, and that includes 
our Team Members. Our company values and 
behaviours are a reflection of our culture and  
who we are as a company. At the heart of this  

we strive to provide a great place to work, where 
we develop the workforce of tomorrow  

and continually improve improve people’s 
lives through education.

Ethos
We value you
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02
OUR VALUES 
AND CULTURE
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At Aspiration Training we are dedicated to working towards  
our mission and vision through our company values. We believe  
these are a reflection of who we are as a company and all that 

we are striving to achieve.

Our values are at the heart of our company culture. You will  
discuss how our values impact your daily working life with your  

line manager and we base our reward and recognition schemes on 
them. Underneath our four key values sit the behaviours we ask you  

to adopt. Each month, as part of your one-to-one meeting  
with your manager, you will reflect on these behaviours and identify 

how you have embedded them into your working day.

Values
Passionate about people
The passion we have for our work is what ignites us. 
We are inspired by the positive impact our work has on 
people’s lives.

Communicate with purpose
Purposeful two-way communication enables us to work 
efficiently and smoothly.

Sharing knowledge with our learners, supporting each 
other and providing clarity and direction.

Flexible for results
Flexibility helps us promote a positive work-life balance. 
It enables us to treat everyone as individuals and give our 
team, our learners and our employer partners the support 
they need.

Achieve without limits
We are ambitious in all that we do to achieve results for 
ourselves, our learners and our employer partners. We 
are driven to build a happy, successful and sustainable 
business for our team.
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The passion we have for our work is  
what ignites us. We are inspired by the positive 

impact our work has on people’s lives.

Passionate 
about people
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Purposeful two-way communication enables us to 
work efficiently and smoothly. Sharing knowledge 

with our learners, supporting each other and 
providing clarity and direction.

Communicate 
with purpose
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Flexibility helps us promote a  
positive work-life balance. It enables us  
to treat everyone as individuals and give  
our team, our learners and our employer  

partners the support they need. 

Flexible 
for results
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We are ambitious in all that we do to  
achieve results for ourselves, our learners  

and our employer partners. We are driven to  
build a happy, successful and sustainable  

business for our team.

Achieve 
without limits
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Positive Negative

Communicates with respect Shows a lack of respect to others in their 
communication. 

Encourages diversity of 
opinions and ideas

Uninterested in others' opinions more 
inclined to think their opinion matters 
rather than the opinion of others.

Listens and is open to the point 
of view of others

Does not listen to others points of view 
and ideas.

Is trustworthy and always shows 
integrity

Demonstrates actions and behaviours 
which are irresponsible, misleading and 
untruthful.

Communicates with accuracy Unclear and lacks in clarity.

Communicates in a timely, 
relevant and impactful way

Slow at responding, when does deviates 
from point, lacks in meaning. Does not 
answer fully all points raised.

Is honest and transparent about 
what we can and cannot do and 
never hides from the truth

Hides information and issues and 
promises but unable to deliver on those.

Demonstrates knowledge 
and expertise Keeps knowledge to themselves.

Allows all voices to be heard Dominates discussions and discounts 
other people's perspectives.

Positive Negative

Gives clear and constructive 
feedback

Gives vague, negative feedback without 
recommending options or solutions. 
Does not acknowledge or thank others 
for their contribution and support.

Tailors communication to be 
appropriate for the recipient

Has a one size fits all approach. Not 
personalised.

Values everyone's contribution 
and opinions

Is a prima donna - only focuses on their 
own contributions.

When necessary, uses 
evidence-based communication 
for clarity

Assumes information rather than fact 
checking against evidence.

Seeks ways to break down 
barriers to communication

Lacks communication skills and struggles 
to communicate with others. Not being 
adaptable to different communication 
methods of communication. 

Is accessible, approachable and 
visible

Keeps communication to a minimum, is 
closed off and unresponsive. 

Builds strong relationships with 
stakeholders

Does not involve stakeholders or 
communicate effectively to meet the 
needs of individuals. Lack in regard of 
stakeholders requirements.

Positive Negative

Is an ambassador for the 
business

Is a poor representative of the business 
or team. Does not share positive news 
on social media. Is negative in general.

Is customer service driven, 
both internally and externally

Is insular, focuses only on the individual 
or team needs. Does not consider the 
needs of the learners and customers as 
valuable.

Is present, engaged and 
actively participates and 
brings energy

Does not participate or speak up in 
meetings. Keeps camera off in Zoom 
sessions. Is apathetic.

Uses their experience to 
benefit others

Doesn't share best practice or support 
colleagues in their development.

Is inspiring Is uninspiring and miserable.  
Is lacklustre. Lacks inspiration.

Finds ways to get the best out 
of every learner interaction

Focuses upon their own needs.  
Does not differentiate to meet  
the needs of individuals.

Seeks continuous 
improvement

Is not interested in developing 
themselves or others.

Positive Negative

Is interested and inquisitive Is not interested and not willing to 
learn.

Does not give up Gives up quite easily and maybe needs 
a lot of praise to stay on track.

Does the right thing
Goes against the grain, creates own 
agenda and expectations, does not 
follow procedures and processes.

Channels passion in a positive 
way

Is aggressive. Lacks passion or vision. 
Is too assertive and single-minded.

Thinks outside the box Very set in their approach and not 
willing to deviate from plan.

Is responsible Avoids responsibility and accountability.

Always acts with integrity Is untrustworthy or afraid to admit  
when things are going wrong.

Has a positive impact and 
does things with  
a purpose

Focuses on the wrong things and 
focuses on negativity.

Supports colleagues Lack of support for others and reluctant 
to share knowledge or information.

Passionate about people
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Positive Negative

Is encouraging Is disparaging of others' efforts.

Is inspiring and motivating

Does not inspire or motivate others. 
Actively demotivates others by showing 
disinterest in, or lack of acknowledgement 
of, the achievements of others.

Celebrates success Does not celebrate the successes of 
themselves, the team or others.

Goes above and beyond, stretch 
and challenge

Does the bare minimum. Has a rigid 
approach and does not stretch or provide 
opportunity for challenge.

Delivers results, meets targets

Consistently underperforms.  
Does not prioritise. Focuses on what  
has not happened rather than what  
has happened.

Takes ownership and 
accountability for actions

Blames others and/or does not own 
their deadlines.

Seeks ways to remove barriers 
to success

Focuses on issues as a reason for not 
doing something. Unwilling to negotiate 
or compromise.

Encourages methods of best 
practice

Doesn't share knowledge and experience 
to promote best practice.

Is organised, works smart  
and prioritises

Works in a disorganised, reactive way 
focusing on low priority tasks.

Positive Negative

Reflects, learns and improves Does not use reflection. Is opposed to 
changing or improving.

Challenges others to keep 
improving

Does not empower others, could be 
opposed to changes or training and 
development.

Is solution focused, embraces 
problem solving

Focuses on the negatives rather than the 
positives. Focuses on the problem rather 
than the solution.

Works collaboratively, is a  
team player

Unwilling to collaborate. Overrides other 
peoples’ contributions.

Pays attention to detail Lacks attention to detail and prone to 
making mistakes.

Ensures high standards Does not focus on quality or ensuring 
standard of work is at a high standard.

Does not compromise on  
quality to achieve results

Is not quality focused/driven, focused 
more on quantity rather than quality.

Ensures personal growth  
and CPD

Sees CPD as time-wasting, does less 
than required. Is stuck in their ways.

Is kind and supportive
Is closed off and not a team player. Does 
not use appropriate terminology or 
language when working with others.

Positive Negative

Respect their work-life balance 
and that of others

Lacks flexibility and understanding of 
work life balance for others. Works 
outside of hours and expects others to 
follow suit.

Is empathetic. Shows sensitivity 
and respect

Lacks empathy and understanding 
towards others.

Embraces change Is resistant or reluctant to change.

Goes above and beyond
Always takes the shortest, easiest 
route. Lacks drive and makes minimal 
contribution.

Makes it happen Regularly fails to deliver.

Keeps an open mind Closed minded, not willing to consider 
options and alternatives.

Is solutions focused, keeps 
positive

Focuses on issues rather than solutions 
and has a negative approach.

Positive Negative

Gives tailored, individualised 
support

Does not differentiate required support, 
or offer stretching or challenging 
opportunities.

Shares and asks for opinions 
and input

Keeps opinions to themselves and does 
not share information or seek feedback.

Is agile Is slow to react in situations and not 
flexible.

Supports peers Does not offer support.

Is curious, seeks innovation
Sticks rigidly to the way things are done 
now and isn't interested in learning new 
methods.

Encourages and endorses 
empowerment

Micro-management of people. 
Individuals being unmotivated and not 
empowered in their roles to progress or 
make contributions.

Utilises new systems and 
technology

Uses familiar technologies, unwilling  
to try new approaches.

Considers wellbeing and 
challenges of others

Does not take account of others' 
wellbeing, workload or challenges.
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Alongisde our values and  
behaviours we all work within  

our Code of Conduct.

Code of  
Conduct

Our Code of Conduct is broken down  
into five key principles that we uphold:

For more detailed information on our  
Code of Conduct please refer to the Policies  

section within our IRIS HR system.

Personal and professional  
responsibility

Personal integrity

Professional learning

Collaborative working 

Professional knowledge  
and understanding  
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Starting your journey with us
Congratulations on joining our team, we are delighted to 
have you onboard. We recognise the need to ensure that 
all new Team Members receive a planned and thorough 
induction to enable them to settle quickly into our company 
and become fully operational.  

All offers of employment made by us are subject to several 
conditions being satisfied. This is to ensure we uphold the 
integrity of our team and the work we do according to the 
nature of our business and the sectors we work in.

It is therefore important for us to undertake reference checks 
and a Data Barring Service (DBS) application for all new 
Team Members. Your employment will remain subject to 
receipt of references and a DBS check deemed satisfactory 
by Aspiration Training Limited throughout the course of your 
employment. Further information can be obtained from the 
People & Culture Team. 

Depending on your job role within the company, we may  
also ask for copies of your driving licence and insurance.

03
YOUR
EMPLOYMENT
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Bonus and incentive
We are always pleased to be able to reward our Team 
Members further. 

You will be eligible to take part in either a quarterly incentive 
scheme or an annual bonus scheme, dependent on your 
job role. Full details of the scheme you are eligible to work 
towards will be provided to you within the first few weeks of 
your journey with us. 

The bonus and incentive applicable to your employment  
may be varied from time to time. Bonuses and incentives  
are either paid quarterly or annually, as stipulated in your 
Bonus Scheme letter, in arrears with your salary. 

To be eligible for a bonus payment you must be in 
employment at the end of the bonus cycle and not  
under notice of termination of employment. 

Bonus payments are performance-related and payment is 
made at the sole and absolute discretion of a Company 
Director. The bonus scheme is non-contractual and subject  
to change at any given time, even where payments have 
been made previously on a consecutive basis.  

Salary
Pay and benefits are important to all of us and we  
therefore regularly review and benchmark our salaries and 
total benefit package to ensure we remain competitive  
within our sector and to offer our Team Members as  
much total reward as possible. 

In keeping with this your salary will be reviewed annually. 
Of course, there is no guarantee we will award an increase 
following a salary review, however, we will keep you informed 
of any review and outcomes.   

Your monthly salary will be paid directly into your bank or 
building society account by credit transfer on the last Friday 
of every month, except on bank holidays or in December 
where an alternative date will be set and communicated  
to all Team Members. 

Your salary will, of course, be subject to income tax and 
national insurance deductions in the normal way. Our 
Accounts Team maintains a record of each Team Member  
for payment and income tax purposes.  
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Probation period
We have a six month probation period to allow you to be 
fully content in your role, with regular help and check-ins  
with your line manager. The probation period is designed 
both to enable you to get a feel for the organisation and  
to allow us to evaluate your suitability.

Dress code
Although we do not insist upon a uniform, or limit the colours 
you choose to wear, we do ask for you to remember that 
you are representing the company and will be meeting with 
stakeholders, customers and clients on a daily basis. 

We also promote a dress down day each week. In England 
this takes place on a Friday and in Wales on a Thursday.

Flexible working
We believe that flexible working can increase Team Member 
motivation, promote work-life balance, reduce stress and 
improve overall performance and productivity. We therefore 
allow you to plan and manage your working days to meet 
your contracted hours of work. In agreement with your  
line manager, you can be flexible with your start and finish 
times, as long as our core hours of business, 10am – 2pm,  
are worked. 

All Team Members who have a minimum of 26 weeks’ 
continuous service can request permanent flexible working 
by following the flexible working policy.

We also close down between Christmas and New Year and, 
if Christmas Eve lands on a weekday, you get that day off in 
addition to your holiday allowance.

Working hours
Our standard working hours are 8:30am until 5:00pm 
Monday-Thursday, with an early finish at 4:00pm on Friday. 
However, there may be occasions where we require you  
to vary your hours or work overtime. If you are a full-time 
Team Member, the company reserves the right to vary your 
starting and finishing times, whether temporarily or on a 
continuing basis, whilst not increasing your overall working 
week of 37.5 hours other than when overtime is required. 
If you are a part-time Team Member, the same principle 
applies but your overall working week will be specifed  
in your offer letter. 

Home working
We provide a home working allowance to all home and 
field-based Team Members. In certain circumstances where 
we require all Team Members to work from home, all other 
Team Members are also eligible for this allowance. More 
information can be found in the Policies section in our IRIS 
HR system.
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Reward and recognition
We want all our Team Members to come to work feeling happy 
and ready to give our learners, employers and stakeholders the 
best service possible. 

We know that, in order to do this, our Team Members go above 
and beyond. We therefore operate a peer nominated Team 
Member of the Month scheme across all areas of the business. 
Winners will receive £100 on their Love2Shop card, with  
runners-up receiving £50. 

All Team Members will also have the opportunity to earn  
either an annualised bonus or quarterly incentive.

As part of your employment with Aspiration Training  
you are eligible for a range of benefits.

Over the next few pages you will find an overview of  
the key benefits available to you and how to access them.

04
COMPANY  
BENEFITS,
REWARDS AND  
RECOGNITION
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Love2Shop reward card
Your new Love2Shop card will be your 
own personal card which will not only 
unlock discounts, but will also be 
credited with recognition award  
money for you to spend.

NUS card
As an organisation we provide you 
with an NUS Card, giving you access to 
over 250 top brand student discounts, 
deals and flash sales on eating out, and 
fashion, tech and travel, and everything 
in between. This includes high street 
stores, UK attractions and online 
discounts.

Birthday award
In recognition of your special day, you 
will be eligible to receive the following 
payments on your Love2shop card. 

3 years’ service:

£250 voucher every year  
on your birthday. 

5 years’ service:

£500 voucher every year  
on your birthday. 

10 years’ + service: 

£1,000 voucher every year  
on your birthday.

Dental insurance
The scheme enables you to obtain 
dentistry treatment, and cover the 
cost of private dentistry expenses, 
within certain limits set by the insurer. 
These include preventative treatment, 
restorative treatment, emergency and 
injury and mouth cancer cover. 

Entitlement
After 12 months’ service (unless  
otherwise stated in your contract).

How to apply
Written request to the People &  
Culture Team.

Family members
You can add your spouse/partner 
and/or any legally and financially 
dependent children at a cost to 
yourself deducted straight from  
your salary. Please speak to the  
People & Culture Team to obtain  
a quote. 

All terms are subject to: 

•    The terms of the scheme as 
amended from time to time; 

•    The rules or insurance policy of the 
insurance provider as amended 
from time to time; 

•    The Team Member satisfying the 
normal underwriting requirements  
of the insurance provider.
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Eye test & glasses
Your health is important to us so we will pay up to  
£25 per year for your annual eye test, and contribute  
up to £50 for eye-wear every two years.  

In order to claim these costs, Team Members must  
add (as a VAT receipt) to their expenses, which will be 
authorised by their team leader or line manager. 

Flu jab 
To help protect you against flu we will pay up to  
£20 each year for you to have a flu jab. This can be  
claimed back via expenses.

Group income protection
The benefit of this scheme is that, if you are incapacitated 
and unable to work for a prolonged period in excess 
of 13 weeks, you will be eligible to submit an insurance 
claim to be paid of 75% of your salary.

It is important to note that any insurance claim will need 
to be accepted by the insurer prior to any payments 
being made, and ongoing payments will be subject to 
fulfilling insurer criteria. There is no guarantee that  
claims will be successful.

If you do submit a successful insurance claim, these 
payments will continue to be made until you are fit 
enough to return to work in accordance with the terms 
and conditions of the scheme, or until the insurer closes 
the claim. 

Entitlement
After completion of 12 months’ service.

How to apply
Membership of this scheme is automatic and requires  
no application form. Should you wish to opt out, you 
need to inform the People & Culture Team.  

Things to consider:
•   Available after 13 weeks of absence. 

•   Subject to terms and conditions.
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Private medical insurance
This scheme enables you to obtain treatment for 
medical conditions and will cover the cost of private 
medical expenses, within certain limits, for specialist 
treatment recommended by your GP as an in-patient, 
out-patient or for consultancy.

Entitlement
After 12 months’ service (unless otherwise stated in 
your contract) 

How to Apply
Written request to the People & Culture Team.

All terms are subject to:
• The terms of the scheme, as amended from time  

to time.

• The rules or insurance policy of the insurance 
provider, as amended from time to time.

• Satisfying the normal underwriting requirements  
of the insurance provider.

• The premium being at a rate which the  
company considers reasonable.

Group life assurance
Aspiration Training operates and funds Group Life Assurance 
schemes, open to all permanent Team Members after one year’s 
service or as otherwise stated in your contract letter subject to:

• The terms of the scheme, as amended from time to time.

• The rules or insurance policy of the insurance provider,  
as amended from time to time.

• The Team Member satisfying the normal underwriting 
requirements of the insurance provider.

• The premium being at a rate which the company  
considers reasonable.

The life assurance benefit is a lump sum normally valued at the 
equivalent of five times your annual basic salary, or as otherwise 
stated in your terms and conditions letter.

Membership of this scheme is automatic after 12 months’  
service. It does require you to complete and sign a beneficiary 
form in order to nominate beneficiaries. It is your responsibility 
to update your nominated beneficiaries form if a change in 
circumstances occurs.

You can request a beneficiary form from the People and  
Culture Team.

The trustees of the scheme will pay the death in service benefit 
to one or more of your dependants, relations, estate and/or any 
other person, persons or organisation you have nominated.

If you leave Aspiration Training, your cover under this scheme 
will stop on the final day of your employment.

As is the case with any of the benefit schemes, the scheme 
providers are reviewed regularly and may change.

The cost of this scheme is met by Aspiration Training and  
is not taxed as a “benefit in kind”.
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Green car scheme
As a business we are committed to becoming carbon 
neutral. Over the next few years diesel cars will be phased 
out and more and more people will switch to electric or 
hybrid vehicles. We want to help that to be more affordable 
so we have partnered with Tusker to enable everyone who 
has worked for Aspiration Training for more than one year 
to buy an electric or hybrid car, including insurance and 
maintenance, via a salary sacrifice scheme. This means the 
payment comes out before you are taxed and therefore you 
get a great saving on a new car.

Remember, you are signing up to a financial agreement, it 
is up to you to decide if this is the right thing for you to do. 
If you would like to learn more, we can arrange a webinar to 
answer any questions you may have and explain the costs 
and tax implications.

Mobile phone
All Team Members will be issued with a company mobile 
phone which may also be used for personal use. Maintaining 
work-life balance is a priority and we therefore encourage 
you to disable email notifications out of working hours and 
whilst on annual leave.  

Whilst we want you to make use of this benefit, we must be 
sensible around such things as data usage, with any charges 
incurred outside of the given contract to be deducted from 
your salary. 

Laptop bag allowance
We provide an allowance of £15 per year if you need a 
replacement laptop bag.

Remember, it is important to ensure the bag is fit for  
purpose in line with Health and Safety guidance.
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Pension
You might not be thinking about retirement just yet, but don’t 
worry, we’ve got you covered. After your first three months 
with us you will be automatically enrolled into a pension 
scheme that is suitable to you. You will be provided with 
information regarding this on your first day with us. 

Once you are participating in our pension scheme  
you may wish to alter your contribution amounts.

Investing in you
We want all of our Team 
Members to develop and 
grow with us. As such you will 
attend mandatory training to 
help you do your job, as well 
as being provided with the 
opportunity to train in other 
areas to enhance your skills. 

To support this, we guarantee 
each Team Member a 
minimum of four hours  
paid CPD every month.

Professional memberships
Depending on your role, you may be required to have 
professional memberships, registrations and insurances. We 
will reimburse you for these costs, but please seek approval 
from your line manager just to check that you are covered.

Team allowance
Team building is really important to us, therefore each 
team is given a £75 per person allowance to go towards 
team activities each year. This can be anything from spa 
days and afternoon tea to paintballing and escape rooms. 
We encourage all teams to share photos in our internal 
communications.
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Refer a friend scheme
We recognise that it’s our people who’ve got us where 
we are today. That’s why we’re committed to finding more 
talented people, just like you, to come and join us. 

Do you have a friend or relative as talented as you are? 
Would they live and breathe the values of Aspiration 
Training, too, and thrive within our culture? If so, the good 
news is that you can  refer them to come and join our team, 
bagging yourself a fantastic reward in the process if they 
commence a position with us.

How to get started
Please review and keep a regular eye on the vacancies 
advertised on our website. If you see a role currently being 
advertised externally that you know one of your friends could 
excel in, all you need to do is talk to them about the role 
and direct them to complete an application via the website. 
When applying for the role, your friend simply needs to 
tell us that they have been referred by you from the ‘media 
source’ section of the application form.  

Whilst your friend is completing their application form, you 
just need to send an email to People & Culture Team via 
recruitment@aspirationtraining.com confirming who you 
have referred, how you know them and what role they will be 
applying for – it really couldn’t be simpler. 

Should your friend be successful in their application, and 
they commence employment with us, you will receive a 
payment of £250 on your Love2Shop reward card. You will 
be notified by the People & Culture Team if your friend 
successfully secures a role with us alongside details of when 
you can expect your refer a friend payment (usually within  
the month that your friend commences employment).

Improving people’s lives through education | 47Improving people’s lives through education | 46



Annual leave

Time away from work
Our annual leave cycle runs from  1st January – 31st December.  

You will be provided with details of your annual leave 
entitlement through your contract of employment. However, 
if you have started your employment with the company 
part way through the holiday year, your entitlement during 
that holiday year will be calculated on a pro-rata basis and 
rounded up to the nearest half day.  

You will be required to retain 4 or 5 holiday days to cover 
the Christmas shutdown period and this will be confirmed  
by the People & Culture Team at the commencement  
of each annual leave year. You will be able to view your  
pro-rata holiday calculations via our HR system, Iris HR.  

We require our Team members to request annual leave 
through our HR system, IRIS HR, which will send a request to 
your line manager. You will then be notified, via email, as to 
whether your annual leave has been approved or declined. 

Holiday purchase scheme
We understand the importance of regular time off work for 
your health and wellbeing, and we therefore have a holiday 
purchase scheme available to all Team Members.

In addition to the incremental increases to your annual leave 
entitlement, as per your contract of employment, you can 
also purchase additional days.  

Team Members, with approval from their line manager, can 
opt into the scheme in January of each year. We then deduct 
the value of the total days purchased (up to a maximum of  
5 per annum) from your salary in equal instalments across the 
annual leave year. 

We ask that all Team Members schedule the use of their 
annual leave throughout the year to ensure that all annual 
leave entitlement is used. Under extreme circumstances  
where you have not been able to use all of your annual  
leave entitlement, we will grant up to 5 days annual leave  
to be carried over to the next year. However, you must  
obtain authorisation from a Managing Director.  

No more than two weeks of annual holiday entitlement  
can normally be taken at one time.

In exceptional circumstances you may be permitted to take 
annual holiday in excess of two weeks at the sole discretion 
of a Managing Director. You must not make firm annual 
holiday arrangements prior to receiving confirmation from 
your line manager that your request has been authorised.

Any agreed carry forward annual leave has to be used by  
31st March.
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Time off for public duties 
Where a Team Member holds a public office or public 
position, it is the organisation’s policy to grant a reasonable 
amount of time off work so that the Team Member can 
perform the duties associated with that position. The Team 
Member will not be required to make up for any such time off 
by working additional hours at another time. 

Where, however, the amount of time off that the Team 
Member requires for public duties becomes excessive, or 
begins to cause operational difficulties for us, we have the 
right to refuse the Team Member further time off in the 
immediate future. Alternatively, the Team Member may 
be permitted to take time off out of their annual holiday 
entitlement for this purpose. 

Team members should provide written notification to their 
line manager of any dates on which they wish to take time 
off work for public duties, stating the expected length of 
their absence. This notification should be provided as far in 
advance as possible.

Time off for public duties will normally be unpaid.

However, at the discretion of a Managing Director, a Team 
Member may continue to be paid at their normal rate of  
pay during periods of time off for public duties, subject to  
the deduction of any monies received from the relevant 
authority in respect of the duties performed, which the  
Team Member must declare. 

Jury service
If you are required to undertake jury service, you will  
normally not incur any loss of pay and we will usually  
pay the difference between any duty allowances paid  
and your salary. 

A copy of your notification to attend jury service,   
together with copies of forms received requesting salary 
information, should be sent to the People & Culture  
Team immediately upon receipt otherwise it will be  
necessary to take unpaid leave.

Other time off work
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Compassionate leave
We will allow you a period of up to 10 days’ paid 
compassionate leave in the case of a sad loss of a close 
relative. For further information, please contact the  
People & Culture Team.

Time off for dependents
We recognise that you may find yourself in an unplanned 
emergency situation with a dependent. Please refer to  
the policy guidance for further information on how we  
can support you during this time. 

Time off for any other emergencies
We recognise that you will, from time-to-time, experience 
emergencies at home. Therefore, our Time Off Work policy  
is in place to allow you a reasonable amount of time off work 
to deal with an emergency.  

There is no contractual or statutory right to be paid for 
time off for emergencies. Any payments made in such 
circumstances are done so with absolute discretion. All 
unauthorised absences will be dealt with in accordance  
with the Disciplinary procedure. 

Medical and dental appointments
We recognise that you will need to attend some medical 
appointments during the working week, however, we request 
that you try to attend any appointments outside of our core 
working hours and within the flexible working period.

Where this is not possible we ask you to obtain permission 
from your line manager, and to try and schedule your medical 
and dentist appointments either at the beginning or end of 
the day to minimise any disruption to your working day.   
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Health and well-being
We highly value all of our Team Members as our biggest 
and brightest asset, and therefore we take responsibility for 
supporting your health and well-being. You have a right to 
expect that we will provide you with an environment in which 
you can thrive and in which you feel respected and cared for.

All workplaces continue to be shaped by the changes 
brought on by the global pandemic and we recognise that 
our Team Members want to know that their health and 
mental wellbeing is prioritised and valued. Lockdowns, 

remote working and endless Zoom meetings have taken a 
toll on us all, affecting not only our working lives, but family 
life, relationships and our mental and physical health. We 
also know that managing our health and wellbeing will affect 
everyone in different ways. Alongside our commitment to 
offering all Team Members flexible working patterns, we 
continually review and evolve our approach to health and 
wellbeing, to reducing stress and anxiety and to focus on 
creating a positive work culture for all.

05
TEAM MEMBER  
WELLBEING
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Social events
Who doesn’t like a good get together to enable you  
to get to know your colleagues a little bit better?

We believe that getting together and sharing social 
experiences brings our Team Members closer together. 

At Aspiration Training, we host a variety of paid social  
events for our team:

• Monthly company meetings where we share information, 
best practice, business updates and latest incentive 
schemes.  

• All expenses paid, company-wide annual conference  
and celebrations with overnight accommodation  
(not to mention a three-course dinner, wine and 
entertainment).

• A mid-year conference which includes a social event.

Wellbeing
The Company provides an Employee Assistance  
Programme (EAP) for your use which you can read  
more about on the next page.

We also have our very own Aspire Wellbeing Hub  
and internal Mental Health first aiders.

Following successful completion of your six-month probation 
period, where appropriate, you will be eligible to receive 
company sick pay for a maximum of 15 days per holiday year.

You will also be eligible to receive up to 10 days 
compassionate leave should you need it.
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Employee Assistance Programme
We know that we all need some additional professional 
support and guidance from time to time, whether it is 
regarding family matters, financial information or mental 
health support. We remain committed to providing all Team 
Members with outstanding signposting and support, and 
as such, we partner with Health Assured as our provider for 
employee assistance. Health Assured is the UK and Ireland’s 
leading wellbeing provider.

What is an Employee Assistance  
Programme (EAP)?
An EAP is a confidential Team Member benefit designed  
to help you deal with personal and professional problems  
that could be affecting your home life or work life, health  
or and general wellbeing.

Our EAP service provides a complete support network that 
offers expert advice and compassionate guidance 24/7, 
covering various subjects and issues. We strongly believe in 
providing an EAP service that offers not only reactive support 
when someone needs it but also proactive and preventative 
support to deliver the best possible outcomes.

Balancing everyday life with the requirements of work and 
home can create pressure for all of us. Work is a large part 
of people’s lives. With increasing working hours, as well as 
technological developments to support remote working,  
it is vital to ensure that there is a productive, healthy 
environment that is conducive to a healthy lifestyle.
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Helpline services available
Health Assured also offers support for you and your 
immediate family members*, 24 hours a day, seven days  
a week, 365 days a year by calling: 0800 0280 199.

In addition to the EAP, we are excited to offer you access 
to My Healthy Advantage, Health Assured’s comprehensive 
health and wellbeing app. 

Through My Healthy Advantage, you will have access to a 
range of features, all aimed at improving your health and 
wellbeing. These include: 

• Live chat and support

• Personalised news feed

• Weekly mood tracker

• Four-week plans

• Mini health checks 

• Breathing techniques

• Health Hub

• Achievements and recognition

• Perks and discounts

• Leaderboards

• Contact directory  

Available for iOS and Android devices, you can access  
My Healthy Advantage with the following login credentials:

Unique code: MHA237436

Our app will also give you access to BrightTV - an exclusive 
series featuring well-known personalities sharing their 
personal experiences with mental health. These include  
Dame Kelly Holmes, Ruby Wax OBE, Andy Reid MBE,  
Sally Gunnell OBE, Gemma Oaten and Carrie and  
Clarke Carlisle. 

Wellbeing Portal
In addition to the counselling support, advice and our app, 
we also offer a virtual library of wellbeing information. Our 
articles and self-help guides provide support on a range of 
health and advisory issues, as well as instant guidance,  
to aid your physical and mental health.

To access the Wellbeing Portal, you will require the  
below login credentials:

Username: wellbeing

Password: dovegenelaver

 * Health Assured define immediate family members as spouse/ 
partners and children aged 16 to 24 in full-time education  
living in the same household.

https://aspirewellbeinghub.com
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Getting paid whilst you’re unwell
If you are sick within your probation period, Statutory Sick 
Pay (SSP) will be paid by the company, however it will only 
be payable if you are ill and unable to work for four or more 
days in a row. The first three days of sickness are counted as 
‘waiting days’ and the SSP is not payable, unless there is a 
linked period of sickness, and is payable for a maximum  
of 28 weeks and is treated as a taxable income.  

Following successful completion of your six-month probation 
period, where appropriate, you will be eligible to receive 
company sick pay for a maximum of 15 days per holiday 
year. This will be pro-rated for those Team Members joining 
or leaving during the holiday year. Any amount of SSP for 
which you become eligible will be incorporated within your 
Company sick pay and is not paid in addition to full normal 
basic pay. 

Any company sickness payment will be subject to compliance 
with the Sickness Absence policy and procedure.  

If you’re unwell
If you are sick, even if it is just one day, please complete a 
self-certification form found on the government website and 
provide it to your line manager (except where a ‘Fit Note’ has 
been provided by a Doctor).

If you are unable to attend work due to sickness or injury for 
more than seven days (including weekends) you will need to 
consult with your doctor to be provided with a ‘fit note’ by 
the eighth day.

Depending on the reason you have been away from work, 
your manager and/or a member of the People & Culture 
Team may wish to ddiscuss with you reasonable adjustments 
to job duties, hours or working conditions that might help get 
you back to work sooner or to prevent any further absences.

Reporting incapacity
If you cannot attend work because you are sick or injured 
you must telephone your manager on the first day of your 
absence before your usual start time indicating, if possible, 
when you expect to return to work.

This procedure must be repeated on each subsequent day  
of absence not covered by a doctor’s certificate. 

If you come to work but need to leave during the day 
because of ill health, you should inform your manager 
before leaving work. If your manager is unavailable, you 
should inform the next most appropriate person within the 
department.

After a period of sick leave your Manager will hold a return-
to-work interview with you. The purpose of the return-to-work 
interview is to:

•    Ensure you are fit for work and agree any actions necessary 
to facilitate your return; 

•    Confirm you have submitted the necessary certificates;

•    Update you on anything that may have happened during 
your absence;

•    Raise any other concerns regarding your absence record 
or your return to work.

•    Requests for temporary adjustments to your working 
conditions will be considered by the organisation and  
will be accommodated wherever possible and if 
organisational circumstances permit.
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Our vision and strategy reflect our belief in the need  
to develop all Team Members, whether employed on  
a full-time or part-time basis.

We not only strive to provide the best learning experiences 
to every learner, we are also passionate about extending this 
across our team. We provide everyone with the opportunity 
to access a wide variety of training and we actively encourage 
upskilling and career progression for all Team Members.

Continuous development

06
LEARNING AND 
DEVELOPMENT
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Learning and development
We want all of our Team Members to develop and grow with 
us. As such, you will attend mandatory training to help you 
do your job, as well as being provided with the opportunity 
to train in other areas to enhance your skills. 

As part of our commitment to our Team Members’ training 
and development, we give each Team Member four hours 
per month to be able to complete CPD related activities.  

We have a full CPD guide which outlines what specific  
CPD requirements are within each role. 

Career conversations
Career conversations give Team Members the chance  
to speak to their line manager about their career goals  
and what roles, pathways and parts of the business  
interest them. The guidance documents will help both  
the Team Member and their line manager make a plan  
for progression that can include, but isn’t limited to:  
role shadowing, internal and external qualifications  
and membership to professional bodies.

It is always great to see our Team Members making 
collaborative plans with their line managers around  
how they would like to develop within the business.  
We’re excited to see what conversations take place.
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Leadership Academy
The Leadership Academy is a set of modules built 
specifically to support our managers within the business. 
The Leadership Academy is made up of a variety of self-
service modules and workshops that are run by our senior 
Team Members, designed to enhance leadership and 
developing managers.

Mentoring Programme
Successful applicants will have the opportunity to evaluate 
their current skillset, reflect on areas for development and 
explore processes and wider business aspects beyond their 
current role. This will enable mentees to be better prepared 
and more knowledgeable when applying for internal 
positions in the future.

We welcome applications from anyone who is interested 
in developing their skills whilst being guided by one of our 
experienced senior leaders.

The programme will be tailored to the interests and needs  
of the mentees and will require successful applicants to 
commit to their personal and professional development  
with 4 hours per month of blended mentoring sessions and 
self-directed study.

This is a fantastic opportunity for those who aspire to 
develop within Aspiration Training to engage in meaningful 
and personalised professional development.

All applications will be considered.

Teaching Academy
The Teaching Academy is a platform where all teaching  
Team Members can access training and advice on a wide 
range of topics, to learn new skills and to enhance existing 
skills and knowledge. 

We have created our Teaching Academy so that Team 
Members feel confident across all areas of delivery.  

New teaching Team Members complete the full seven 
modules to gain a rounded insight and support into the 
world of teaching and training.   

Business Development Academy
The academy provides Business Development Team 
Members with a one-stop shop to access a wide range  
of support materials, links, process guides and more to 
support with employer and candidate engagement. 

Whether new to the role and completing an induction 
period, or an experienced Team Member in need of  
specific guidance, the academy is a great resource.

Recognising the ever-changing landscape of funding routes, 
qualifications, and associated processes, the academy 
will be updated to reflect changes on a regular basis with 
contributions from all Team Members to maintain the 
accuracy of content included. 
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Transparent, two-way, communication is important to us at 
Aspiration Training and we provide various platforms to all 
Team Members to have their opinions and feedback heard. 

The importance of communication

07
COMMUNICATION 
AND FEEDBACK

121s
We recognise the importance of regular and constructive feedback between a Team Member 
and their line manager. You can therefore expect to have monthly 121s which consists of some 
pre-work and on the day discussion. There is also the opportunity to review CPD and training 
plans as well as having an opportunity to have a general catch-up.
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Aspiration Business Connect  
(ABC communications)
Internal communication is extremely important to us and,  
in order to keep you up to date with everything going on in 
the business including social news and team updates, you 
will receive an internal communication email twice a week.

We encourage participation in regard to content  so,  
if there is something you would like to see included,  
please speak to a member of the Marketing Team. 

Team and standardisation meetings
Team meetings are held regularly with your line manager  
to discuss policy and procedure changes, improvements, 
best-practice and to celebrate progress.

Standardisation meetings for our teaching teams will be 
held at regular intervals (depending on sector) and will 
incorporate sector updates, trends and feedback given  
by the EQA or awarding organisations. 

Best Companies
On a quarterly basis, we encourage all Team Members to participate in the 
Best Companies survey, allowing an opportunity for honest feedback about 
Aspiration Training as an employer, including our culture, values and support  
to learners. In 2021/22 we were proud to be awarded with a ‘Very Good to 
Work For’ accreditation.

Kudos
We know that sometimes a thank you can mean the most, 
especially when it’s recognition from your fellow Team 
Members. Kudos provides a platform to recognise people 
instantly and informally, whilst giving visibility of this to 
everyone across the entire business, ensuring a real  
community, one team feel of recognition of each other.

What do we mean by KUDOS?
A Kudos should be a thank you, shout out or personalised 
pat on the back.

How do you access KUDOS?
Everyone has the opportunity to send a Kudos award to 
anyone else in the business, via your IRIS account. Simply  
log into IRIS and select Kudos from the left-hand side menu 
to get started.

Here you will see all public Kudos sent and received, which 
you can like and comment on. From this page you can also 
send your own Kudos. All Kudos issued should be linked 
to one of our core values, with an opportunity to add a 
personalised message and a badge.
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Innovation Forum
Our CEO hosts quarterly ‘Innovation Forums’ that all Team 
Members are welcome to attend. The forums are an open 
platform where informal discussions can take place. The  
team are invited to share ideas, make suggestions or ask  
any questions that you may have about the business.

The Voice
Within the business are a number of The Voice 
representatives that meet monthly to feedback anything 
raised by their teams and to receive business updates on 
various topics to take back and communicate.  

The Voice team also takes ownership of cascading results of 
surveys, support on making changes to policies or any areas 
that require consultation with our teams. 

Your line manager will tell you who your representative is and 
the local mechanism for feedback meetings and updates.
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We have policies which cover all sections of employment and which can be found  
on our company website and on our HR platform, Iris HR. Here are a few key policies  
to help you as you start your journey with us.

Our policies and procedures

08
OUR POLICIES
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Data protection and GDPR
In line with GDPR, we retain all confidential and/or 
personal employee information securely, and inform 
you if we wish to share any personal information with 
any third party suppliers such as our pension and life 
insurance suppliers when enrolling onto such benefits. 
Please refer to our Data Retention policy or contact the 
IT department for further details.

When a Team Member makes a request to their line 
manager for time off, the line manager should process 
any personal data collected in accordance with the 
organisation’s Data Protection Policy, including the 
processing of special categories of personal data 
where appropriate. In particular, line managers should 
record only the personal information required to deal 
with the Team Member’s request for time off, and keep  
this information only for as long as necessary to deal  
with the request.

Adverse weather and  
travel disruption
We ask all our Team Members to be sensible with regard to 
their own safety when travelling for work, particulary if there 
are any travel disruptions such as snow, flooding, ice etc.  

We ask you not to put yourself at any unnecessary risk when 
trying to attend work and to make your own judgement and 
work from home where possible. If you are unable to attend 
work, we ask you to please contact your line manager as 
soon as possible.    

Lone working
To safeguard your safety whilst lone working we ask you to 
seek approval from your line manager if you wish to work on 
office premises beyond normal hours. For out of hours visits, 
Team Members must inform their line manager and follow 
the Health and Safety Policy.
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Disability   
If you have a condition that means you might be 
considered disabled within the meaning of the 
Equality Act 2010 (EA), you should make the People 
& Culture Team aware so that we may meet our 
duty to attempt to make reasonable adjustments 
to accommodate your needs. You will be fully 
consulted at all times. 

Reasonable adjustments to be considered may 
include an adjustment to working hours or working 
equipment being adapted (or special equipment 
to be provided), as appropriate, to assist you 
in continuing to complete your role. Physical 
adjustments may also be considered.

Anti-harassment and anti-bullying
Aspiration Training is committed to ensuring equal 
opportunities and fair treatment in the workplace for its entire 
team. We are dedicated to providing a working environment 
in which all Team Members feel comfortable and in which 
everyone is treated with respect and dignity. 

Harassment or bullying will not be tolerated at Aspiration 
Training. We will treat all complaints of harassment  
seriously and will investigate them promptly, efficiently  
and in confidence. The main aim of this policy is to provide  
a framework for resolving complaints of harassment or 
bullying, and for stopping any behaviour that is causing 
offence or distress. 
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Safeguarding and the Prevent Duty
Aspiration Training is fully committed to safeguarding  
the welfare of all stakeholders by taking all reasonable  
steps to protect them from harm, and accepts its  
corporate responsibility for the well-being and safety  
of its stakeholders, including children and adults-at-risk 

The company recognises its responsibility and acknowledges 
that it is the duty of Aspiration Training’s workforce, in its  
entirety, to uphold British Values and to safeguard the  
welfare of all stakeholders by creating an environment  
that protects them from harm and reduces any potential  
risks of being exposed to violence, extremism, exploitation  
or victimisation. Therefore, Team Members, delivery 
partners and contractors will at all times show respect and 
understanding for the rights, safety and welfare of all parties, 
and conduct themselves in a way that reflects the principles, 
values and culture of our organisation and be aware of  
and follow current legislation regarding the safeguarding  
of all stakeholders.  

Our policy sets out, in detail, the roles and responsibilities 
of all parties in providing a safe working and learning 
environment whereby everyone is working towards  
reducing the risk of harm or abuse of any kind. 

Safeguarding our learners
All Team Members, but in particular those who work in direct 
contact with children and adults-at-risk, have an important 
role to play in ensuring the safety and welfare of learners. 
For this reason, we have numerous Designated Safeguarding 
Officers (DSOs) in place across the business.  

It is important that you raise concerns at the earliest 
opportunity through the correct procedures, including any 
concerns or misgivings about the behaviour of a colleague. 
Even if you are unsure as to whether there is an issue, you 
should speak to your Designated Safeguarding Officer to 
talk it through and they will determine the most appropriate 
course of action. This should be done within one working day 
of identification of a potential concern. However, you should 
dial 999 should the learner be in immediate danger. 

It is a requirement of your role that you read and are familiar 
with the Aspiration Training Safeguarding policy.

It is Aspiration Training’s intention to:

• Ensure that all stakeholders are protected from abuse, 
regardless of sex, race, disability, age, sexual orientation, 
religion or belief, gender reassignment, maternity or 
because someone is married or in a civil partnership.

• Ensure that Team Members are appropriately trained in 
safeguarding and to understand the risk of radicalisation, 
their role in implementing the Prevent Duty, and the 
impact this has on their job role and how to refer an 
individual who they feel might at risk.

• Ensure that appropriate supervision is given where 
required.

• Take the necessary steps to inform all stakeholders of 
relevant policies and procedure, including the regular 
review and monitoring of Aspiration Training’s policies 
and procedures to ensure our legal, moral, and social 
responsibilities are met.

• Take all suspicions and allegations of abuse, including risks 
of radicalisation, extremely seriously and to respond to 
concerns with due speed and consideration, and to work 
in partnership and in accordance with the organisation’s 
procedures where required, including the Designated 
Local Authority Person, and / or safeguarding partners.
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Mel Barratt-Kelly
Director of People and Culture 
07977 014134 

Gemma Pickering
People Business Partner
07964 912822

Tim Middleton
Talent Development Advisor
07971 914948

For internal recruitment queries contact  
recruitment@aspirationtraining.com

For general People & Culture Team enquiries contact  
peopleteam@aspirationtraining.com

People Team Safeguarding England

Safeguarding Wales

Antony-Weber Wright
Lead Designated Safeguarding Officer  

07837 316875 

Emma Court
Designated Safeguarding Officer 

07867 451409

Becky Harvey-Atkinson
Designated Safeguarding Officer

07879 554932

Antony-Weber Wright
Lead Designated Safeguarding Officer  
07837 316875 

Karen Evans
Designated Safeguarding Officer
07879 554893

Cheryl Pearcey
Deputy Lead Designated Safeguarding Officer 
07790 838976

09
YOUR KEY  
CONTACTS 
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Aspiration Training
Suite 9B, Floor 4
Grosvenor House
Prospect Hill
Redditch
B97 4DL

0152 735 9646

Aspiration Training
First Floor, Building Two
Eastern Business Park
St. Mellons
Cardiff
CF3 5EA

0292 117 5352

www.aspirationtraining.com
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