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[ Introduction ]

 

London School of Executive Training (LSET) is a dynamic institution located in 

the heart of London. LSET offers short term training programmes in a variety 

of disciplines and it is accredited by the British Accreditation Council for 

Further and Higher Education as a short-term course provider. The British 

Accreditation Council is a nationally recognised accreditation body in the 

United Kingdom. LSET offers short-term programmes and trainings in a variety 

of areas ranging from one week to four weeks in duration, depending on the 

nature of the programme and its participants (although some programmes 

may last for up to six months). 

Our training programmes provide individuals and companies with a 

combination of results-oriented coursework and academic research from 

our renowned faculty. The LSET curriculum is always constantly evolving to 

meet and exceed the needs of industry professionals, helping them to improve 

their portfolio of skills. Whether you are looking for one of our many existing 

programmes that will expose you to top business leaders from around the 

globe, or your company would like a customised programme, we have the 

faculty, the facility and the vision to transform you or your organisation. 

This handbook is designed to help you throughout your course of study. It will 

guide you through the LSET rules and regulations, policies and procedures, 

focusing on the following three key points:

• How to access and get the best out of a range of services we provide 

• What you can expect from LSET

• What we expect from you

 

London School of Executive Training is a premier educational institution 

dedicated to enrichment and enhancing values by providing international 

exposure to learning and training, and it combines various cultures on one 

platform in the form of an innovative method of education.



LSET’s mission

• To facilitate participants and provide access to high-quality yet 

affordable UK education and training

• To inculcate the entrepreneurial habits of exploration, risk-taking and 

invention that trainees will need in order to develop solutions

• To impart the skills—as well as the courage—to think both creatively 

and analytically, to work both independently and collaboratively

 

Inevitably, a few of you will encounter situations that are not covered 

here and, if so, you are invited to seek advice from LSET staff at any time.  

The information about the policies and services available can also be 

accessed on the LSET website. LSET’s website is continuously being 

expanded and updated and we recommended that you browse through it to 

keep up to date with new developments and news and the implementation of 

new rules and regulations.



[ LSET’s Responsibilities ]

 

At the time of joining you should expect the following:

• Comprehensive orientation programme covering all aspects  

of your stay in the UK

• Accurate information about LSET courses and services

• Information about health and safety matters

• Details of all fees and charges associated

 
 
Teaching and provision of courses where applicable

LSET should:

• Provide suitably qualified faculty and support staff

• Be well prepared, study oriented and supported by the  

appropriate study materials

• Have staff responsible for providing academic guidance  

throughout your programme

• Provide accurate information about the teaching timetable

• Provide a range of assessment methods where applicable  

and learning activities, which will encourage learning

• Provide regular oral or written reports on your progress,  

where applicable

• Have measures to ensure that your achievements are recorded  

in a clear and comprehensive way

• Deal with your enquiries promptly, courteously and effectively

• Offer you the opportunity to express your views on the learning 

experience provide a response to your input when necessary

 



Provision of a suitable learning environment

LSET should also provide:

• Fully equipped educational infrastructure or training room

• Guidelines on the syllabus, assessment methodology and  

learning materials

• Key information regarding courses and regulations, policies  

and procedure and an induction to your course

 
 
Administrative and support services

You can expect:

• Your enquiries to be dealt professionally and promptly

• The administrative offices to publish and adhere to accurate opening 

times especially when the courses are being delivered

• A friendly, polite and efficient service

 
 
Students’ accommodation

Overseas participants attending LSET will have confirmed accommodation 

booked in advance. There are different types of accommodation units, which 

are available for our participants; these include hotel accommodation as well 

as shared accommodation in apartments. 

There will be separate accommodation for male and female participants. Please 

be advised to bring warm cloths and other items especially in wintertime.



[ Your Responsibilities ]

 

Once you have enrolled at LSET you must:

• Take part in any orientation programme provided

• Attend your lectures regularly and notify LSET office for any absence

• Learn the details of LSET policies, rules and regulations and act upon 

them appropriately

• Treat all faculty, staff and your fellow participants with the same 

courtesy and respect you are entitled to expect from them

• Comply with LSET’s no-smoking policy

• Comply with the UK’s laws in general

• Make yourself aware of the fire, health and safety procedures

• Provide full and accurate information promptly when requested by 

members of staff for the purposes of maintenance official records

• Pay all fees and charges when they are due

• Comply with LSET’s equal opportunity policy

• Avoid engaging in any activity likely to bring disruption to LSET



[ LSET’s Rules & Regulations ]

 
Purpose and scope

The purpose of these regulations and the code of conduct is to ensure the 

smooth running of LSET for the benefit of all participants and staff.  Following 

is the summary of the rules and regulations and procedures. Detailed policies 

are available in the policy manual and in the LSET website.

 
Equal opportunities policy

• LSET consistently promotes equal opportunities and does not 

discriminate against any person based on age, sex, race, ethnic group 

or disability. 

• This means that in the recruitment, selection, education and 

assessment of participants and in the recruitment, selection, training, 

appraisal, development and promotion of staff, the only consideration 

must be that the individual meets, or is likely to meet the requirements 

of the programme or course or those specified in the job description. 

• LSET aims to provide a learning, working and social environment in 

which the rights and dignity of all members of our small community are 

respected and which is free from discrimination, prejudice, intimidation 

and all forms of harassment including bullying. 

• We do aim to support participants who have special needs within our 

available resources.  

Personal conduct

LSET imposes a strict code of conduct while participants are on the premises. 

LSET expects its participants to behave as responsible, mature persons and 

to act within the moral norms of the society while at LSET premises. 



Alcohol   

Consumption of alcoholic beverages is prohibited whilst on LSET premises.  

 
Drugs and Illegal Substances

The use, possession, promotion, distribution, or sale of illegal drugs or 

controlled substances will result in disciplinary and / or legal actions against 

such participants.  Such participants will be immediately dismissed.

 
Eating & Drinking   

Eating and drinking are generally permitted in the designated areas. However, 

participants will be allowed to take water bottles in the classroom. Hot drinks 

can be used during lecture breaks.    

 
Damage to the Property   

Damage or destruction of property owned or operated by LSET, its participants, 

faculty, administration, staff or guests is prohibited and may result in fines, 

disciplinary and / or legal action. 

 
Emergency Equipment   

A participant who deliberately triggers a false alarm or tampers with fire 

equipment in the LSET premises may be expelled.  This is a criminal offence in 

the United Kingdom and liable to prosecution by the police.  



[ Fire Emergency Procedures ]

 
On discovering a fire: 

• Activate the alarm at the nearest ‘break glass’ switch 

• Call 999 and report the fire 

On hearing the fire alarm: 

• Leave building by nearest safe exit route 

• Report to assembly point 

• Do not use lifts 

• Do not stop to collect personal belongings 

• Walk quickly and calmly. Do not run 

• Do not re-enter building until told it is safe to do so. 

• If you can, close doors behind you, do not take risks 



[ General Behaviour ]

 

Participants will be expected to behave while at LSET premises or at neighbourhood 

in a manner that is considerate of others. Participants are individually responsible 

for their conduct.  Participants, as well as other members of the LSET community, 

are expected to use reasonable and sound judgement in their daily life and to 

show due concern for the welfare and rights of others.

 
Littering    

Participants may not throw, discard, place, or deposit litter within the LSET 

building except in the refuse receptacles provided.  Littering may result in 

small fine and other disciplinary actions.  

 
Noise   

Noise is an infringement on the rights of the LSET community and the 

surrounding neighbourhood.  Others have the right to peace and quiet.  Please 

do not be loud in the local area, particularly as neighbours are, in some cases, 

only a few yards from the teaching venue and accommodation units.  

 
Smoking

Smoking is only permitted outside of the LSET building.  It is not allowed in 

hallways, stairways, classrooms, or administration office.  This rule will be 

strictly adhered to because of the government regulations and the general 

health and hygiene of the LSET community.

 
ID Cards   

Identification cards may be issued to all the participants which they need to 

carry while entering the building and while attending the lessons. 



Disciplinary Procedures   

If the welfare or reputation of LSET and its participants are threatened by 

infractions of LSET regulations the perpetrators of such actions may be 

subject to one or more of the following penalties: 

a. Admonition ⎯ an oral statement to the participant that he or she is 

violating or has violated LSET rules and that further instances of 

unsatisfactory conduct may be cause for further disciplinary sanction. 

b. Restitution ⎯ a full and complete reimbursement for damages to or 

destruction or misappropriation of the property of LSET or others. 

c. Reprimand ⎯  a written warning to the participant for a violation of a 

specific LSET regulation, including notice that further violations of 

the same or other regulations will result in more severe disciplinary 

sanctions.

d. Letter of Apology ⎯ a formally written letter of apology, either private or 

public, to an individual, an outside agency, or the LSET.

e. Monetary Fines ⎯ the assessment of money against individual 

participant for violation of LSET rules and regulations. Such 

assessments may be levied either by the LSET chairman.

f. Disciplinary Probation ⎯ a written notice placing conditions upon the 

participant’s continued attendance at LSET. Disciplinary probation 

shall specify the period and the condition of the sanction. 

g. Suspension ⎯ a written notification of the termination of participant 

status and exclusion from further enrolment.

h. Dismissal ⎯ a written notification of the permanent termination of 

participant status and exclusion from further enrolment at London 

School of Executive Training.

Cancellation or Rescheduling of Courses 

LSET reserves the right to cancel or reschedule any advertised courses 

without liability for any reason, including insufficient admissions or enrolments. 

In case of the cancellation of the programme of study full tuition fees will be 

refunded to the participant.



Changes and Amendments

LSET reserves the right to amend the advertised course content, tuition fees 

and start dates for its courses at its discretion and without prior notice. LSET 

reserves the right to change the advertised examining body for any or all the 

courses offered. LSET reserves the right to amend or alter its prospectus at its 

discretion and without prior notice. LSET reserves the right to amend or alter 

any or all these regulations and codes of conduct at its discretion and without 

prior notice. Participants are reminded to visit the LSET website for updated 

policies and other Terms and Conditions.

 
Appeals and Grievance Procedures 

The Appeals and Grievance procedures are in place to allow participants to 

raise issues of dissatisfaction through a clear and fair process. The full text 

of the Appeals and Grievance procedures are attached with this handbook 

separately. A copy of this policy is served to all participants during the 

induction day.

 
Withdrawal from LSET

A participant who desires to withdraw from LSET must complete the withdrawal 

form and undertake an exit interview. This form must be obtained from and 

returned to the administration office. 

 
General Health and Safety matters

• Food should not be consumed in the classroom.

• Coats and bags should be stored neatly and safely during sessions

• Correct logging-on/off procedures must be observed 



[ Medical Information ]

 

Non-EU nationals should take private medical insurance for the duration of 

their stay in UK. 

If participants’ need immediate medical assistance due to an accident, they 

should call 999. This is a free service from emergency services like fire and 

ambulance. The call is free, and an operator will ask you which emergency 

service you require such as fire, police or ambulance. You will need to tell the 

emergency services what has happened and where you are. If someone is 

injured and needs to go to hospital an ambulance will arrive and take them to 

the nearest hospital with an emergency department. If you are doing this from 

LSET, please ensure that you tell the reception staff. Reception staff can then 

help and direct to the right spot the ambulance that attends.

 
First Aid

Participants who are unwell should seek medical help from their doctor. Those 

whose medical condition is so severe that they are unable to attend their 

doctor’s surgeries should telephone their surgery to request a home visit.

If you need First Aid at LSET, you should go to the reception so that help can 

be summoned from a first aider. LSET has a designated trained first member 

of staff who can help with First Aid.  These are displayed at Reception and in 

other key locations.

Read the LSET health and safety policy statement for further details.  If you 

miss a class because of illness, please inform the LSET administration office.  

This is especially relevant if you will be away for an extended period.  In such 

an instance you will be expected to bring a medical certificate which will be 

kept in your student file.  



[ Driving in the United Kingdom ]

 

If you have a valid full licence issued in an EEA country, you do not need to 

exchange it for a UK driving licence. All motor vehicles in United Kingdom 

must be registered, taxed and insured.  The driver must abide by the following 

legal requirements:

• You must drive on the left-hand side of the road and overtake on the right

• You must wear a crash helmet when riding a motorcycle or moped

• The driver and front seat passenger must wear seat belts. Rear seat 

passengers must wear seat belts where they are fitted

• You must not drive while under the influence of alcohol or drugs

• You must observe the speed limit

• You must observe the minimum age requirements – for driving a car or 

riding a motorcycle up to 25kW it is 17 years of age

• You must have a licence that allows you to drive in United Kingdom

• Non EEA members should carry their international driving licence, 

which is valid for 6 months from the date of arrival in UK



[ Useful Numbers & Websites ]

 
Emergency Services 
999 

Local Police (non-emergency) 
0845 113 5000 

Train Enquiries 
0845 7484950 or www.railtrack.co.uk 

National Express 
08405 808080 or www.nationalexpress.com 

Traveling 
0871 2002233 or www.traveline.org.uk 

London Lesbian and Gay Switchboard 
0207 837 7324 or www.LLGS.org.uk 

National Association of Bereavement Services 
01403 860062/3 - www.bereavement-services.org 



National AIDS helpline 
020 7814 6767 01384 363000 or www.thehivsupportcentre.org.uk 

National Drink Line 
0800 917 8282 or www.help4me.info 

National Drugs Helpline 
0800 776 600 or www.talktoFRANK.com 

NHS Direct 
0845 4647 or www.nhsdirect.nhs.uk 

Rape/Indecent Assault Crisis Counselling 
0808 2000 247 or www.hiddenhurt.co.uk 

Samaritans 
0845 790 9090 or www.samaritans.org 

Smokers Quit Line 
0800 022 4332 or www.nhs.uk/gosmokefree



[ Notes ]



[ London School of Executive Training ]

Hamilton House  •  Mabledon Place  •  Bloomsbury

London  •  WC1H 9BB  •  United Kingdom

www.lset.org.uk  •  info@lset.org.uk

T: +44 (0)20 7998 3503
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