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Introduction 
This policy aims to provide clarity for clients, delegates, trainers and support 
staff as to the requirements and expectations for attendance and engagement 
on training courses delivered by IKON Training.  

This policy applies to all courses facilitated by IKON Training staff and all courses 
delivered by affiliate trainers certified by IKON Training. 

This policy accompanies the agreement made between IKON Training and the 
client according to IKON Training’s terms of business. 

Definitions 
Attendance is understood as physical attendance at a face-to-face training 
course or joining a remote online meeting as a participant. 

Engagement is to be understood to reflect a wider evaluation of a delegate’s 
participation in the training course. This can include, but is not limited to, taking 
part in activities, responding to questions, using the chat function, and having a 
webcam and microphone on. Satisfactory engagement will be subject to the 
requirements of individual courses and will be considered using a combination of 
data from attendance monitoring and trainer synopses. 

The client is defined as the person who has been the point of contact between an 
organisation and IKON Training staff regarding the booking of training course/s.  

The delegate is the person nominated to attend an IKON Training course. 

The trainer is the IKON Training member of staff nominated to deliver a training 
course.  

An affiliate trainer is a person trained by IKON Training to deliver IKON Training 
certified courses.  

https://ikontraining.co.uk/terms-of-business/
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Policy statement 
 

The IKON way 

The IKON way is about collaboration. We work with our clients to understand the 
kind of conflict resolution training that will deliver results for them. Then we 
build a course giving them exactly what they need. 

We listen to our trainers, incorporating their feedback into the service we 
deliver. No one knows better if an element of training is making delegates 
snooze. We find out; we fix it. 

And of course, we listen to the people attending the course, encouraging 
delegate feedback every single time. 

Attendance expectations 

Attendance is compulsory for our training courses. IKON Training will not certify 
that delegates have been trained in techniques or skills if they have not been 
present for the training course.  

IKON Training will record attendance at face-to-face courses with online and 
manual registers where appropriate and at remote online courses by recording 
delegate details from participant lists.  

Except if an IKON Training course contains a pass/fail element, a course will be 
completed when a delegate has attended the entire course. Where a course is 
held over several days, completion will be attendance for all sessions that make 
up the course. For example, if a course runs for three days, a delegate will be 
expected to attend all three days in full. In cases where a pass/fail element is 
present, a delegate must pass the assessment and attend all course sessions.  

Any delegate who does not attend a training course will have to speak to the 
person who nominated them for the course to re-book for another date if 
applicable.  

Delegates must arrive on time for training courses and remain for the course 
duration. Late arrival and early departure from a course are disruptive and unfair 
to other delegates and trainers and will mean that key information from the 
training could be missed. Any delegate who attends a course late or asks to 
leave before the end will be informed that they cannot participate and directed 
to speak with the person who nominated them for the training to re-book for a 
later date if applicable.  

IKON Training provides contact details with pre-joining instructions. Where a 
delegate is likely to be late for the start of their training, they should contact 
IKON Training as soon as they are aware of the late arrival. Where possible, 
trainers may be able to delay the start of the course to allow for late arrivals and 
avoid the need for the delegate to re-book. However, this cannot be guaranteed.  

So that attendance throughout the whole course can be verified for remote 
online courses, delegates will be required to be visible on the webcam 
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throughout the course. In circumstances where this is not possible acceptable 
attendance will be at the discretion of the trainer depending on their 
engagement in the session. Candidates are expected to be in a distraction-free 
environment for the duration of the course; this should ideally be either a place 
of work or home and not while mobile either driving or walking.  

Where a delegate is required to leave the course early without prior notice to the 
trainer and therefore misses any vital part of the course, they will be considered 
as not attending the course. The delegate will be marked as not completing the 
training and will have to speak to the person who nominated them for the course 
to re-book for another date if applicable. 

Engagement expectations 

We know from experience that delegates retain the training they receive from 
IKON Training longer when they have actively engaged in the training course.  

IKON Training expects delegates to engage in various activities and discussions 
to demonstrate to the trainer that they have understood the course content in 
both face-to-face and remote online courses.  

During face-to-face courses, trainers will ask delegates to participate in various 
activities appropriate to the course type and subject. This may involve group 
work, discussions, skills demonstrations, or scenarios and tests. Trainers will 
explain the engagement expectations at the start of every course.  

During remote online courses, trainers will ask delegates to engage in various 
activities, including open discussions, breakout room group work, polls, quizzes, 
and question and answer sessions. These activities will likely involve the 
delegates using tools included within the online delivery platform (MS Teams) to 
show responses. These tools will consist of but are not limited to, un-muting 
their microphone to speak, using the reactions tool, and the chat function. 
Trainers may also use external engagement tools such as Mentimeter, MS 
Forms, Kahoot etc. 

Where a trainer feels that a delegate has not engaged in the course, that trainer 
may report to IKON Training administrative staff that the delegate has not 
engaged. Examples of this may be: 

• A delegate in a face-to-face session has not completed a satisfactory 
demonstration of a physical technique when asked.  

• A delegate in a remote online session has not had their camera switched 
on and has not used the microphone nor used any engagement tool 
utilised by the trainer during the session.  

In the case of the latter scenario, and the absence of any contrary information, 
IKON Training will conclude that the delegate has logged into the online session 
but has not been present. In such a case, the delegate will be marked as not 
attended, which will be communicated to the client.  
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Roles and Responsibilities 
 

Client - The client is responsible for: 

• Ensuring delegates are given clear instruction on their responsibility for 
attending IKON Training courses.  

• Ensuring that delegates booked onto IKON Training courses are relieved of 
any other duties connected with their regular day-to-day roles for the 
course duration so that no interruptions are expected.  

• Ensuring the delegates are informed of how IKON Training will be 
conducting the training and the criteria through which engagement will be 
verified.  

• Supplying appropriate equipment where necessary for the delegate to 
attend and engage in the course.  

• Communicating any changes in delegate registers to IKON Training 
promptly.  

Delegate - Delegates are responsible for: 

• Attending all training courses on time as outlined in the Policy Statement. 
• Remaining for the duration of the training.  
• Having the means to fully engage in the course. For remote online 

courses, this means having the appropriate equipment, Wi-Fi or mobile 
data signal that allows clear access to the session and being in a quiet and 
proper environment to be involved in the course.  

• Engaging with the training course, whether this is face-to-face or online. 
This could be by a mixture of techniques as explained by the trainer at the 
start of the course. 

• Informing IKON Training if they will be late in attending a training session. 

Trainer – The trainer is responsible for: 

• Accurately recording an attendance register or capturing of participants 
list for all courses they facilitate.  

• Explaining how the delegates are expected to participate in the course 
(how the trainer will judge the level of engagement) to the delegates at 
the start of the training course.  

• Recording details of any delegates who do not meet the required 
engagement standards and communicating these to IKON Training 
administrative staff.  

IKON Training administrative staff - IKON Training administrative 
staff are responsible for: 

• Ensuring the appropriate joining instructions and details of the training are 
sent to delegates and clients ahead of training courses.  

• Explaining how the delegates are expected to participate in the course 
(how the trainer will judge the level of engagement). Monitoring 
attendance registers and reporting non-attendance and non-engagement 
to clients. 
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