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Where do we start?
• TSP Learn is a national training provider on the government’s Apprenticeship and 

Assessment Providers Register.


• Over 20 years experience, delivering training & support services to large national 
clients & SME’s including apprenticeships & qualifications across a wide range of 
industry sectors. 


• Strong focus on the principles of delivering service excellence to internal & 
external customers & understanding approaches to leadership, management & 
effective administration. 


• Specialisms in Facilities Management, Security & Passenger Transport. 


• Ofsted Grade 2, Good provider (Feb 2020).


• Provider financial assurance graded: Good.


• Matrix Standard approved for information, advice, guidance & support since its 
introduction.


• Cyber Essentials compliant. UK GDPR compliant. Data safety is our priority.



External Benchmarks
GOV.UK  
Find apprenticeship training

DfE  
National Course  
Directory

Ofsted  
Good Provider

Matrix 
Approved



Overview of Services
Digital Skills & Functional Skills 

• Employee initial assessment & diagnostic service that can 
be undertaken at scale


• Digital Skills development courses from Entry Level 1-
Level 2


• Digital ICT Skills conversion course to Level 1or 2

• Excel Level 1 or 2

• Presentation Software Level 1 or 2

• Using Teams/Zoom/Google: Online Presentation & 
Collaborative Working


• English and Maths development courses

• Online & at site options for all

 Leadership & Business 
•Motivation & Managing Performance

•Project Management Essentials

•Time Management & Prioritisation

•Stress Management & Resilience

•Assertiveness & Resilience

•Problem Ownership & Decision Making

•Dealing With Challenging Behaviour

•Customer & Stakeholder Service Excellence

•Lean Management

•Business Improvement Techniques

•Understanding Data Protection and Data Security

•Understanding Safeguarding and Prevent

Professional Development 
•Train the trainer

•Presenting/presentation skills

•Using presentation software to create effective 
presentations

 
Accredited qualifications:  
•Work-based Assessor 

•Work-based Internal Quality Assurance qualification

•Equality & Diversity

Facilities Management 
IWFM & NCFE Accredited qualifications: 
Level 2 
•Certificate Facilities Services Principles

•Certificate in Cleaning Principles

Level 3 
•Award & Certificate Facilities Management 

Level 4 
•Award, Certificate & Diploma Facilities Management

Training Support Services 

• Training programme development

• Training content creation, including app based content

• Apprenticeship information, advice and guidance services 
to support your workforce


• Apprenticeship recruitment support service

• ‘Individual Learner Record’ (ILR) management & 
apprenticeship administration support services


• Bespoke programme development service

Funded Apprenticeship Delivery 
Full service delivery from IAG to EPA in:  
• Leadership & Management Level 3-5

• Customer Service Level 2-3

• Business Administration Level 3

• Facilities Management Level 2-4

• Hygiene Cleaning Level 2

• Professional Security Operative Level 2

• Security Management Level 3

• Passenger Transport & Management Level 2-4



Our Approach to Apprenticeships
• We work in a genuine partnership to fit the requirements of each 

apprenticeship standard around your organisation’s needs and existing in-
house provision.


• Our national client management team provide support to develop, launch and 
monitor programme delivery with regular reporting.


• From initial assessment, we establish candidates’ prior experience and 
qualifications and create individual training plans. 


• Experienced teachers deliver key themed workshops.

• Personal tutors support apprentices and ensure preparation for End Point 

Assessment.

• Assignments and activities are set in manageable, bite-sized chunks.

• We plan and manage all auditable documentation including the collection of 

Off The Job learning hours. Minimum requirement 6 hours per week. 
Includes all workshop, tutorial, work on projects, assignments & activities,  
mentoring and work shadowing directly related to the apprenticeship.



Functional Skills: English & Maths
• Functional Skills initial diagnostics are undertaken during application to all of our training programmes using online assessments provided 

by the Pass Functional Skills learning platform.

• Individual learning programmes are generated based on the diagnostic assessment and a full range of formative and summative 

assessments are hosted on the online platform.

• As part of the apprenticeship programmes progress is reviewed monthly and prepares learners for their functional skills assessments. 

• Progress is tracked individually and additional learning support tutors are available if required to support learner progress and 

achievement.

• Our Functional Skills qualifications are certificated by Open Awards. Fact sheets and Qualification specifications are also provided 

through our Launchpad (Moodle) system :

• English Level 1 and Level 2 Functional Skills Qualifications

• Maths Level 1 and Level 2 Functional Skills Qualifications



The Apprentice Learning Journey
• We agree a detailed Training Plan that sets out a series of monthly milestone 

targets for each part of the apprentice learning journey.


• As apprentices attend each workshop, they will complete  
related activities and assignments.  
These are designed to demonstrate that they  
have met the knowledge, skills and behaviour  
standards for the subject and level being  
undertaken.


• It is expected that apprentices will  
complete activities inbetween each  
workshop to stay on target for timely  
completion of your programme. 


• Workshop & personal tutors support and  
guide apprentices through their programme. 


• Apprentices then complete any mock assessments required and agree with 
their tutor and line manager that they are ready to pass through the ‘gateway’ 
and start their End Point Assessment.

Workshops 
(Scheduled 
every 2-3 
Months) 

Workshop 
Assignments 
& Activities

Tutor 
Checkpoints 

(Monthly)

Progress 
Reviews with 
Line Manager 

(Quarterly)

Gateway 
(Start of EPA)

End Point 
Assessment 

Period

• Nomination 
• Information, 

advice, guidance 
• Initial Assessment 

& Skills Scan 
• Training Plan 

Meeting 
• Let’s Get Started



Online Learning Resources
• You will have access to one main online 

learning platform during your programme.


• TSP Learn’s Launchpad (a Moodle 
learning platform)


• Your workshop assignments, activities & 
your End Point Assessment ‘Toolkits’ 
appear on your Course Pages.


• You access these from your Dashboard.


• You will be provided with feedback on the 
work that you submit. 



‘Off The Job’ Training Hours
• The Training Plan and Apprenticeship Agreement that we have confirmed and 

agreed with the apprentice and their line manager prior to this session, 
contains ‘Off The Job’ training hours that are allocated to:


• Workshops


• Tutorials


• Online learning: assignments and activities


• Time spent working on projects and activities for your apprenticeship 


• Work shadowing/deputising and mentoring


• Every month, the tutor will invite the apprentice to confirm the hours they have 
completed and the work they have submitted. This is summarised in a 
management report showing percentage progress made.


• This will be confirmed using your VQ Manager account.



Celebrating Achievement
We believe that it’s important to recognise and celebrate achievement 
with all apprentices.  
We help to run company wide celebration events with our clients.

Celebrating Achievement



Recruiting An Apprentice
We will:

• Provide you with a recruitment coordinator.

• Help match your role and responsibility requirements to the right 

Apprenticeship Standard.

• Confirm what funding is available from the apprenticeship levy/digital 

account.

• Advertise (with your permission) your apprenticeship using the Find An 

Apprenticeship .gov website.

• Ensure that,  when you have selected an apprentice, all eligibility and 

suitability checks are carried out. 

• Provide the appropriate apprenticeship agreement, commitment 

documentation and Training Plan.

• Ensure that you are aware of how to apply for and receive any government 

incentives.



Safeguarding, Welfare & Well-being
• We believe that safeguarding is very important. All staff are 

expected to demonstrate their commitment to safeguarding 
and the promotion of the welfare of our learners, colleagues, 
children, young people and vulnerable adults. 


• We support this by:


• Ensuring that our learners can learn and work safely


• Supporting equality of opportunity for all of our learners


• Protecting our learners from abuse, neglect, bullying and 
harassment


• Providing our accredited Safeguarding training content as 
part of our Wider Skills learning


• Providing our safeguarding hotline number and support 
from our designated safeguarding officer


• We also support our learners by signposting them to 
relevant support agencies. We provide helpline numbers in 
learners’ blue folders on the Launchpad (Moodle)


• Every touch point with our tutors has a safeguarding and 
well-being check in.



Equality (Equity), Diversity and Inclusion
• Equality means ensuring individuals or groups of individuals are treated fairly, equally 

and no less favourably according to their needs, despite their race, gender, disability, 
religion or belief, sexual orientation and age. Promoting equality should prevent 
discrimination. We support equality and equity, recognising that each person has 
different circumstances and that we need to allocate the resources needed to reach 
an equal outcome.


• Diversity aims to recognise, respect and value people’s differences – and their ability 
to contribute to society and realise their full potential – by promoting an inclusive 
culture for all. Those differences can help to create a richer, more creative and more 
productive working environment.


• Inclusion is striving positively to meet the needs of different people and taking 
deliberate action to create environments where everyone feels respected and able to 
achieve their full potential.


• We want to make sure that nobody encounters unreasonable obstacles or 
harassment from us or anybody else in pursuing their rights to education and training. 
We have anti-harassment procedures in place in the company.



Learning support
• All of us learn in different ways and most of us face barriers or challenges of some sort when we are 

learning. 


• Identifying and helping overcome obstacles to successful completion of a course is part of the 
delivery of our training. However, we need your help to plan it so that we can allocate the right 
resources. 


• When your employees apply for a course with TSP we’ll ask them to identify if there is anything that 
they would like to share with us. 


• This can include any mobility or health issues or a sensory impairment. 


• It can also include information about their prior qualifications and experience. 


• It could include information about whether they have dyslexia or dyscalculia.


• It might be information about a learning disability.


• It is possible to adapt and flex our delivery to support them in the most appropriate way. 


• They might need some extra one to one support with English or Maths for example. 


• There are adjustments that can be made to their formal assessments, such as extra time or the 
provision of a ‘reader’ or ‘scribe’ to help them.


• It’s important to talk to us and share their situation so that we can help them. 



Complaints
• We want to ensure that your employees’ learning experiences are the 

best they can be but from time to time we may make mistakes. 


• The first thing to do is to notify their personal tutor or your allocated 
National Client Manager (NCM). 


• You have the right to a quick response to any problem that you may 
have with our services.


• If your tutor/NCM is unable to provide a solution, the matter will be 
escalated appropriately and we’ll do everything we can to sort the 
matter out as soon as possible.


• Should you have a formal complaint you can refer to our complaints 
policy which is located on our website by following this link:


• Policies & Procedures 

• Alternatively you can contact: 0118 984 4638


• Our support team is available week days between the hours of 9am 
and 5pm. 

https://tsplearn.co.uk/about-us/
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Apprenticeship Directory
Click on the sector  
that you would like to 
find out more about…



Customer 
Service

Portfolio

Apprenticeship 
Standards



Learning Journey 

Customer Service Practitioner 2

End Point  Assessment:

1. Apprentice Showcase

2. Observation/Video

3. Professional Discussion

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 6 14 15



Learning Journey 

Customer Service Specialist 3

End Point  Assessment:

1. Observation

2. Project & Interview

3. Showcase portfolio

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 7 15 17



Business, 
Leadership & 
Management

Portfolio

Apprenticeship 
Standards



Learning Journey 

Business Administrator 3

End Point  Assessment:

1. Knowledge Test (20%)

2. Project Presentation (40%)

3. Portfolio Interview (40%)

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 6 13 15



Learning Journey 

Team Leader 3

End Point  Assessment:

1. Project Presentation & Q&A (50%)

2. Professional Discussion with Portfolio (50%)

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 6 13 15



Learning Journey 

Operations Manager 5

End Point  Assessment:

1. Work Based Project Presentation & Q&A

2. Professional Discussion

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 13 24 27



Facilities Management 
& Protective Services

Portfolio

Apprenticeship 
Standards



Learning Journey 

Cleaning Hygiene Operative 2

End Point  Assessment:

1. Knowledge Test

2. Observation

3. Professional Interview

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 6 13 15



Learning Journey 

Facilities Services Operative 2

End Point  Assessment:

1. Knowledge Test

2. Observation

3. Professional Interview

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 6 13 15



Learning Journey 

Facilities Management Supervisor 3

End Point  Assessment:

1. Project report with 


presentation and questions

2. Professional discussion 


underpinned by portfolio

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 9 18 21



Learning Journey 

Facilities Manager 4

End Point  Assessment:

1. Work Based Project 
Assignment (50%)

2. Presentation (20%) 

3.Professional Discussion (30%) 

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 9 18 24



Learning Journey 

Professional Security Operative 2

End Point  Assessment:

1. Knowledge Test 60 mins, 40 multiple choice questions

2. Observation & Q&A, 60 mins & 30 mins

3. Professional Discussion, 60 mins

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line 

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 6 13 15



Learning Journey 

Security First Line Manager 3

End Point  Assessment:

1. Project Presentation

2. Observation

3. Interview

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 9 18 21
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Learning Journey 

Passenger Transport Operative 2

End Point  Assessment:

1. Observation/testimonies

2. Professional review

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 6 14 17



Learning Journey 

Passenger Transport Operations Manager 4

End Point  Assessment:

1. Project Assignment

2. Professional Review

Nomination.

Information, 

Advice & 
Guidance 
contact.

Online: 


Skills Scans, 

Knowledge 

Assessments

English, Maths & 

ICT Skills 
Assessments.

Training Plan & 
Apprenticeship 

Agreement.

1

Flexible group 
or 1-2-1 

Induction.


Let’s Get 
Started 

Training 
Session.
 ‘Gateway’


confirmation of 
readiness for


End Point 
Assessment


with line manager

Online workshops: 
Maths 


functional skills, with 
activities through the 

Skills Forward 
learning platform.

Online 1-2-1 
tutorials

English 


functional skills with 
activities through the 

Skills Forward 
learning platform.

1-2-1 tutorials 
cover: further OTJ 
training/evidence 
requirements & 

progress reviews 
with


line manager

quarterly

Online workshops 
start with month 1 

‘kick off’ event 
covering main 
themes with 
assignments.

1 9 18 21


