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Where to Start?
What is TSP Learn?

TSP Learn or The Skills Partnership Ltd (our longer name) is a national training provider on
the government’s Apprenticeship Provider and Assessment Register (APAR).

* 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.

e 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.
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Our Commitment to You...

We are committed to:

Keeping you safe.
Providing support for your learning.

Respecting difference and treating you fairly
through our teaching and assessment.

Teaching you new skKills.
Being flexible and responsive.

Meeting your individual learning and career
development needs as best we can.

Providing high quality teaching and learning
resources.

Our Mission

» Deliver high quality, responsive and innovative training and
support services to meet both the business needs of
employers and enable individuals to achieve their true
development potential.

Our Vision

» To be an outstanding provider of training and support
services, partnering government and employers to help
individuals to achieve their highest potential.
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External Benchmarks

GOV.UK Ofsted Matrix
Find apprenticeship training Good Provider Approved
Employer reviews |
Y % Wk Excellent (120 revi srafe]

(120 reviews) GOfdsted Q“ﬁlx
» Employer review details Pl(')oc:/ider B

Apprentice reviews

W K W57 Good (174 reviews)

P Apprentice review details
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Information, Advice, Guidance & Support
for Your Career Development

We provide you with the support you need to make the right choice of
learning programme that will help you to take the steps you need to
further your chosen career.

We have an Information, Advice & Guidance (IAG) team led by an
experienced senior manager who also leads on our careers signposting.

Our IAG team will support you with your programme and career
enquiries during your application and training programme planning.

Our workshops revisit key themes in your training programme, looking
at how these can support your career development needs.

Our personal tutor team will then provide you with support through a
series of one to one tutor checkpoints and reviews.

If, during your programme, you need further support with careers
advice, our |IAG lead is also available to provide one to one sessions.
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Safeguarding, Welfare & Well-Being

 We believe that safeguarding is very important. All staff are
expected to demonstrate their commitment to safeguarding Your welfare and safety is
and the promotion of the welfare of our learners, colleagues, .lear ¥7  atop priority for TSP Learn
children, young people and vulnerable adults.

(carr ® Do you feel safe in your workplace?
« We support this by: ® Do you feel safe in your home?
Helpline Numbers ® Do you feel discriminated against for any reason?
°® Ensuring -tha-t yOU Can Iearn and Work Safely- Listad in the wable are he pline numbers that may be useful in drecting lea . DO you Suspec‘t someone IS be|ng V|ct|mlsed or abused?
AGENCY PHONE/TEXT NUNBER | WEBSI & Are )’OU a V|Ct|m Of CYber' bu“),lng?
e Supporting equality of opportunity for all of our learners. o il = |f children are involved please contact Child-line on 0800 111
Mens |Heelth C20 €525 6203 WIS
Family Planning ([¥ane Stopes Intamational) C20 7é3e 6200 w.-.'w‘r'g . 2
« Protecting our learners from abuse, neglect, bullying and wsiomx [ Please contact our Safeguarding Officer on: 07583 876858
Age UK €000 €0 97 & W our call will go to voicemail. Please leave a message, gving your name and contact number
harassment. Ceeloy oy o RLLELE wmw% and you will be contacted within 24 hours. Please state a preferred time for the return call.
g oo s o - Yorg Tiopy | com o470 el e .
* Providing our accredited Safeguarding training content as T et T T — .Oulr Zumb:tr er "or';y 3 d’,'oulf hf,ahh’ Sj)fet’t' a;fhw‘zfare :’T)d;y
art of our Wider Skills learning. — — —— includes extremism and radicalisation as part of the Prevent Duty.
P J ’;*mcw““l SO s We promote and encourage a belief in The British Values.
* Providing our safeguarding hotline number and support from et T s we L B DYSTGCRACY
oufr deS|gdr)ateId sgfes;sljﬁrdlng officer (DSO) and designated e E = o= EEPOL R ERTPCPE TN
Sa e uar In ea _ Crohn's end Colitizs U< 845 1302233 WhW.CrD 2 :
9 9 st 00 23 600 =5 @ Individual liberty
« We also support our learners by signposting them to relevant o rapin s, w1 ey ® MUtual respect for and tolerance of those with
support agencies. We provide helpline numbers in learners’ Ir;rub”;r“m:f) coo o ! :.;. different farths and beliefs and for those without faith
information folders on the Launch Moodle). i
O a O O de S O e au C pad ( OOd e) Me-yngils Research “ourcelon | C808 £00 33+4 WA W / m w w 07583 876858 leam
Meval lllness (Fethink) €300 £000 927 wirw.retl e /‘6
e Every touch point with our tutors has a safeguarding and .

well-being check in.
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If You Don’t Feel Safe...

* Discuss the situation with your personal
tutor.

e QOur tutors will be checking that you are
familiar with the risks in your workplace
and the policies and procedures that are
In place to protect your physical health
and safety and your well-being.

 |f you are under 18 or have particular
health or social support needs, your tutor
has a duty of care to report concerns to
our designated safeguarding officer who
will deal with the issues raised sensitively.

* Risky activities aren’t limited to extreme
activities. Working long hours is as risky
to your emotional safety and well-being
as ignoring safety advice is to your
physical safety.

* |f you can’t talk to your personal tutor,
you can contact our designated
safeguarding officer direct on:

* Risky people come in all shapes and

* 07583 876 858. sizes. There are those who may try to
exploit you or exclude you. Look out for
those who are seeking to take advantage
of you and who don’t care about your

* Please leave a message, giving your safety.
name and contact number and you will
be contacted within 24hrs.

* Your initial call will be received by our
Safeguarding voicemail service.
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Don’t Stand for Any Bullying

At TSP we are opposed to any kind of bullying!

If you experience any issues, relating to bullying, please alert
your tutor or our safeguarding officer using the hotline number.

Bullying takes many forms. Have you come across any of these?

Cyber bullying - Using the internet, email or social media to
cause distress, embarrassment or fear in others.

Pressure bullying - Stressed work colleagues taking their anger
out on others.

Corporate bullying - For example threatening employees with the
sack.

Sexual harassment - For example unwanted remarks, looks,
suggestions or physical contact etc.

Humiliation - For example excluding someone from activities
which would normally involve them, deliberately making
problems for a certain person etc.
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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, disabillity, 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.

FaiLrnesc

* We want to make sure that you don’t encounter unreasonable obstacles or harassment -
from us or anybody else - in pursuing your rights to education and training. We have anti-
harassment procedures in place in the company.

* |f you think you are disadvantaged by us in any way because of your gender, age, race
etc. or you’re being harassed while you are on one of our programmes, tell your tutor
immediately.
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Learning Support

All of us learn in different ways and most of us face barriers or challenges of some sort
when we are learning.

ldentifying and helping overcome obstacles to successful completion of your 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 you apply for a course with TSP we’ll ask you to identify if there is anything that
you would like to share with us.

* This can include any mobility or health issues or a sensory impairment.
|t can also include information about your prior qualifications and experience.
|t could include information about whether you have dyslexia or dyscalculia.

It might be information about a learning disability.

CCTREETRGNdNEENEE . . GqdENENTERNEEEENE

It is possible to adapt and flex our delivery to support you in the most appropriate way.
You might need some extra one to one support with English or Maths for example.

You may find that there are adjustments that can be made to your formal assessments,
such as extra time or the provision of a ‘reader’ or ‘scribe’ to help you.

It’s important to talk to us and share your situation so that we can help you.
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Complaints

 We want to ensure that your learning experience is the best it can
be but from time to time we may make mistakes.

* The first thing to do is to notify your personal tutor.

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

* |If your tutor 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:

e https://tsplearn.co.uk/wp-content/uploads/TSPlLearn Complaints-
Policy aug 2024 v2.docx.pdf

e Alternatively you can contact: 0118 984 4638.

* Our support team is available week days between the hours of 9am
and Spm.


https://tsplearn.co.uk/wp-content/uploads/TSPLearn_Complaints-Policy_aug_2024_v2.docx.pdf
https://tsplearn.co.uk/wp-content/uploads/TSPLearn_Complaints-Policy_aug_2024_v2.docx.pdf

Appeals

lcarr

Has your tutor/assessor told you that your knowledge or performance is not up to standard
and you think it is?

TSP accepts that this situation occasionally arises and we have an appeals procedure to deal
with it.

The first thing to do is to speak with your tutor/assessor and explain why you think his/ her
assessment of your competence is unfair or incorrect. If they don’t change their mind you
might want to make a formal Assessment Appeal.

Stage 1 Write down your appeal and hand it or send it to your tutor/assessor. Your tutor/
assessor must discuss the matter with the Internal Quality Assurer (IQA) responsible within 3
working days.An investigation will be carried out by the Internal Quality Assurer who will then
report back to you within 7 working days.

Stage 2 If you’re not happy with the outcome of Stage 1 of your appeal, you can send your
documents within 7 working days of the stage 1 process being concluded to James Bishop
(Managing Director). James Bishop will write to you to acknowledge receipt of the appeal
within 3 working days and will outline the course of action.An investigation will be carried out
by James Bishop who will report back to you within 5 working days the findings of the
iInvestigation.

Stage 3 If you’re not happy with the outcome of Stage 2, you can send your appeal

to the awarding organisation your qualification relates too (for example,Active |Q, NCFE,
IWFM), within 20* working days ("NCFE 30 working days) of the decision being communicated
to you by TSP Learn.

-
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Appeals Continued...

For the awarding organisation NCFE, TSP will act on your behalf where an appeal needs
to be submitted to them.

For the awarding organisations Active |IQ and IWFM, they require the appeal to be
submitted directly after TSP’s internal appeals process is complete. If you require TSP
to submit the appeal on your behalf, you must give TSP written permission to submit
your appeal.

For the awarding organisation ILM, the TSP internal procedure applies to stages 1 and 2
only therefore the stage 2 decision is final.

For IWFM- if you use the IWFM marking process, an appeal must be lodged in writing to
the IWFM within 14 days of receipt of your results.A fee is payable of £35 per unit which
Is refundable if your appeal is upheld. IWFM will acknowledge receipt of an appeal
within two working days and aims to advise the outcome of an appeal within

4 weeks.

The name of the awarding organisation is in the course documentation you receive but if
you can’t find it easily, call our Administration Team on 0118 984 4638 and ask them to
get the name for you.

For learners undertaking an Apprenticeship Standard, your tutor will discuss and direct
to the appeals procedure indicated for the end point assessment organisation (EPAO)
your Apprenticeship Standard falls under.

REMEMBER: Fully complete actions at each stage. Keep a written record of everything.

-
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Plagiarism & Use of ALl

* During your programme work submitted to your tutor will be

passed through an online plagiarism checker and other methods ’u
to check that the work is your own.

* As alearner, it is your responsibility to ensure that all the work you (5 &3 &5 3 IC7 &5 &5 5 £33 €8 @2 0
submit is your own. Any text or image which has been copied or B8N0 B0EEs
paraphrased must be accurately referenced to the original source. | 8" fECOoooDE
This includes any information taken from learning material in your v HODoERBOEAE
course as well as information obtained through the use of an A.l. | 151 (0 {3 53 (2 (o =
chatbot. Any text which is copied or paraphrased and not ' -l \ ..-.-
referenced is deemed as plagiarism which may result in your work | Y } |
being voided. ! |

»

Yy AR\
* Any copied text/illustrations/diagrams should only be used as A A ';‘%’fx, |
evidence or as an example in order to strengthen the point you are I \ A
making. It should not be used to answer the question as this Wiks YN .

would not demonstrate your understanding. a 3
' .‘l

o Il
™Saie
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Plagiarism & Use of ALl

You are not allowed to share your work with another learner,
or copy work produced by another learner, as this would be
classed as collusion, which may also result in your work
being voided.

If publishing your work online, which includes answers to
questions or evidence whilst your course is live, you run the
risk of losing control or ownership of your work which
subsequently may lead to disqualification or a requirement for
you to reattempt your work.

"

R e A I
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Protecting Your Privacy

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

* With certain exceptions™ we protect any information we hold about you electronically from access by anybody
except our own staff.

 The processing of personal data is governed by the General Data Protection Regulation. TSP Learn (The Skills
Partnership Limited) complies with its obligations by keeping personal data up to date; by storing and destroying
it securely; by not collecting or retaining excessive amounts of data; by protecting personal data from loss,
misuse, unauthorised access and disclosure and by ensuring that appropriate technical measures are in place to
protect personal data.

* Our full data privacy policies can be found in the Policies and Statements section of our website
(www.tsplearn.co.uk).

* Protecting your privacy (confidentiality).

« With certain exceptions® we treat all personal information about you as strictly confidential and will not reveal
details to anyone unless:

1) we are required to do so by law.

2) we have your agreement.

3) we are instructing others to provide services to you on our behalf.

4) we are asked to do so by your employer (programme information only).

5) we are asked to do so by an awarding organisation, end point assessment organisation, DfE or Ofsted.

* Under certain strictly controlled circumstances some information may be shared with your employer, the awarding organisation or End Point Assessment
organisation for your qualification, the DfE and authorised audit or inspection teams.
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Our Services

Funded Apprenticeship Delivery Leadership & Business

Digital Skills & Functional Skills

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

- Motivation & Managing Performance
* Project Management Essentials be undertaken at scale

- Time Management & Prioritisation - Digital Skills development courses from Entry Level 1-
- Stress Management & Resilience Level 2

* Assertiveness & Resilience * Digital ICT Skills conversion course to Level 1or 2
* Problem Ownership & Decision Making * Excel Level 1 or 2

* Dealing With Challenging Behaviour * Presentation Software Level 1 or 2

- Customer & Stakeholder Service Excellence * Using Teams/Zoom/Google: Online Presentation &
- Lean Management Collaborative Working

* Employee initial assessment & diagnostic service that can

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

- Business Improvement Techniques
- Understanding Data Protection and Data Security
- Understanding Safeguarding and Prevent

Facilities Management

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

- Certificate in Cleaning Principles
Level 3

* English and Maths development courses
* Online & at site options for all

Professional Development

* Train the trainer
* Presenting/presentation skills
- Using presentation software to create effective

presentations

- Award & Certificate Facilities Management Accredited qualifications:

Level 4 * Work-based Assessor

- Award, Certificate & Diploma Facilities Management - Work-based Internal Quality Assurance qualification
- Equality & Diversity

* ‘Individual Learner Record’ (ILR) management &
apprenticeship administration support services
- Bespoke programme development service
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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 for your employer.

From initial assessment, we establish candidates’ prior experience and
qualifications and create individual training plans to support career development.

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 also provide Wider Skills training in the subjects you can see on the bottom tier
of the pyramid, to help you with other key transferrable skills.

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.

Skills &
Competency
Standards

Knowledge
Standards

Employment

Rights & Professional

Behaviours

Responsibilities

H&S
E&D
Safeguarding
E-Safety

Personal Prevent
Learning & Duty &
Development British Values



The Apprenticeship Learning Journey
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The Training Plan that we have agreed sets out a series of monthly
milestone targets for each part of your learning journey.

. Progress
As you attend each workshop, you will complete Revie‘?vs with

related activities and assignments. Line Manager
These are designed to demonstrate that you (Quarterly)

have met the knowledge, skills and behavio
standards for the subject and level being [Ny erE=-

undertaken. e Information,

_ . . ‘Io‘d,:"c;i Gmdanc?‘t V;OLkZh?pz Workshop Gat End Point
It Is expected that you will ;ISII?iIIssSS:::me (e?/ee ;z Assignments (Sta?t i‘;‘vlaE)I;A) Assessment
complete activities in between each . Momhs) & Activities Period
workshop to stay on target for timely Meeting
completion of your programme. + Let’s Get Started
Workshop & personal tutors support and

uide you through your programme. Uthees
9 y gny Prog Checkpoints

i . . Monthl
You will then complete any mock assessments required and agree with (Monthty

your tutor and line manager that you are ready to pass through the
‘gateway’ and start your End Point Assessment.
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‘Off The Job’ Training Hours

* The Training Plan and Apprenticeship Agreement that we have
confirmed and agreed with you and your 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 you to confirm the hours you have
completed and the work you have submitted. This is summarised in a
management report showing percentage progress made.

* This will be confirmed using your VQ Manager account.
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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

Current Level

1.45 2.06

Initial Assessment Results
LATEST ENGLISH ASSESSME €S LATEST MATHS ASS
Level 0.54 Level 1.6

Questions Juestions
Attempted Attemplec

Arerenese O

Maths Initial Assessment 0.54
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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.

Dashboard

Course averview

Vider Skills
Miscellanccus

5% complete
|

Team Leader Supervisor Level 3

LCourse Seltngs Parhicparts (races Feports Mcre v

Sort by I3st accasssd ~ ‘ Card ~ |

Taam Leader Supervisor Lavel Tima Managemert, Delegation

& Cevelopment

ERPA Kits Gatcuwray reacy Doy Courses

4 complste 0% comaolete

H ~ Workshop” +
PR Puosded TR, 204 v Bwowrs waw
Understanding Laadership &

g Geﬂelal Cellspeo al
E QU 12 001 Hxtewe 3 gde
Leadn b arnd Manesuse ey Aclvily & TEN FIONVE 3 SOSNY Iree
Q FUTLM
A wuncements
E ANSCNVEN T wew
. Agle sty & Todn: Maks » uhmicuen
v
|ndUCthﬂ s Aot Bvas & grnda
Please romgplots tho charldizt boow Folore peer Frgt sossion
Thes allows 15 13 resahve ary %905 befose the ¥raming becirs Haally yoa'l take part usirc cro of o m ACRENEY™ T doew
fal owng broweere Leadorshp St/kos Assignmont . B T PR e
5 4o Anios » grade
d . @ Googe cuoTR |
QEEMIMONT SETFQS AC\INCOC A0Ng M v
Team Leader Supervisor | Mentor Activity - Project Manapament
v Boset Vlow  TadaiMNae s suoriagon  Te det Fucove o orade
A BRI SMENT
- - -
Mentor Activity - Project Management . Opaned Moadar, 31 Agust 2029, 1230 W

Assignment Settnys Advencad grading More ~

Tado! Mdain s abmbaan . Tode! Feocsw agsds Todo: Ramehsa pysdng aade

Opened: Tuesclay, 6 Decombar 2022, 12:000 4%

Arrange a sassion with a relevant mentor/manager in your werkace,

This iz in =upport of aporoaches that are taken to maneQng projects.

Hense submit 2 reflecti ve acczunt of your experience and what yau learnt spacifically relating ter

= Aporcaches taken 1o successtully clan anc molement, manage a project

You wll ba also ba asked to condinm with your tutor tha nours that vou hase spent on this activity.

Tre terme Agile 5 used in many Alerert eress of maragemev. I s used W descibe ar apxroech te
et masajement thet the Assecabion fer Pacjeet Vencgement occarbes 33, apraect
MIAIQMNACT SRNRCACT RALAY CN (TN TAC) MIAMANEL TREAIMY SO0 ACHRALELY I T TN
e Syce) Lis o sidely used to descr be sway of working aminceel or set 0 Deawicwrs. The
underpnring priscple Deng that orgen sators will be No'e resgonsne, eflicert arc sifective d Ty
e rore Edlanced, methatnd irneviive ad procuctivg Jeema ard irdivdusls

Agle Seduviowr reses (Rad yoasmc

= Fexole to tha recds o the arganksation.
o LAGENVG, INAOVITAVG 200 aMOrDEINg WHEN Baae0rg oL Tard 1o DUSINe S Nas
o Poodliowmn: acdecrabib cempo wls wel 1o Tmed 3ecc el waed i cdoagm

You wl nead to demerat oo examgles of thase katovioune 3 port of your End Foimt \scosswmont
Prasanaton/ORA

Pl ok o s o 7 roleh lbow or Lwil s oertos svichs oe alere eppnariels (hal Js . ian
new you heve Jowensiraied the bebavoura above whist in rour BB wcle

Bvarpios could InCiude ties mhon you have 23ap0ed Fow you work within seur “clp 8o iag foadacx

o bow yexi have sigpesded & s rapprcedd o saow apr Adeadfoaue

Trory e ne ‘crmal word limit far pour sbmissor o slow el ty bat the chosld be 3 cemmany
oL S 0MeN with SUprorting evickenoo and ks nod i irea In Al ey ‘crmat
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Your Online Learning

e TSP Learn Launchpad (Moodle)

e This is where you will find your course page, assignments and
online learning.

o | et’s take a look at how you can access your course page.
o https://tsplearn.moodlecloud.com/login/index.php

e Pass Functional Skills (For those completing further Maths or
English training).

e You wil

o https://

be given activities to complete from your individual plan.

earn.passfunctionalskills.co.uk/login

e We recommend that you bookmark/favourite each site for
ease of access.

- B B B R e R e g Ty g R
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Workshop Camera and
Microphone Usage

Expectation of active engagement “
 Participants are expected to have their cameras on throughout the

workshop and microphones on when speaking.
* Video and audio use supports a collaborative environment and helps

facilitators gauge understanding, answer questions, encourage | 3 8 £5 03 3 €7 28 03 £ @ €0 @2 E3 &3

interaction and check that candidates are in an appropriate/safe space EHRDEEEDEDHNDEES
to learn. A rofooooons
| ¥/ | lnonooeons

Acceptable exceptions i B e DEOEERE

* We recognise there may be times when participants cannot use video _ 1 .. .
or audio. Acceptable reasons for camera or microphone off requests S e
include: ..
 Technical difficulties (e.g. unstable internet connection, device
restrictions/issues).

» Personal comfort, safeguarding or privacy/data protection concerns,
such as an uncontrollable background or shared space.

» Temporary sensitivity or health concerns that make audio/video
participation challenging.
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Workshop Camera and
Microphone Usage

"

. If participants cannot have their camera or microphone on, they are
required to engage actively through other means: .
e  Contribute via the group chat, Q&A, and polling functions as CIEBER IS I [ E3 G R €2

Alternative engagement requirements

directed by the workshop tutor.
. Submit a brief written summary of their understanding or E Jl gocDoooDB

reflections via the ‘shared notes’ function if requested. .........

Frequent requests for exceptions

. For participants who frequently request that both camera and
microphone are not available and are set to off, a check-in will be
scheduled with a tutor or member of the admin team to explore
potential solutions, offer technical support, or discuss alternative

participation methods.
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Making Your Learning Journey as
Effective as Possible

Maintain respectful and professional behaviour.

Always work in line with the health and safety requirements at your place of
work.

Attend your workshops and tutorials.

Allocate enough time to complete the studies and activities in your Training Plan.

Ask for help if you need it!

Make sure you can access the online systems and classroom with microphone
and camera enabled where possible.

Let us know in plenty of time if you have any issues attending a planned session.

Keep us informed if you have any change in your employment circumstances.

When you are planning your End Point Assessment, please remember they are
formal assessments and should be prioritised for attendance!




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.
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Developing Your Learning Skills

The ‘lifelong learner’ is a favoured employee, more likely to be recruited and promoted, less likely |

to find themselves out of work. Improving your learning isn’t rocket science!

1) Find out what your learning style is.

We all learn in different ways. Some of us can’t learn anything without having a discussion, some
of us need to do practical exercises before we get it, some of us can take in everything we need
from a demonstration. Once you’re clear about your preferred learning style, the whole business
of studying becomes much easier.

2) Think about the ways you have acquired knowledge in the past. There are scores of
theories about how our brains learn stuff, from fairly simple learning cycles to more complex
learning domains and mind maps. You are the best source of information about how you acquire
knowledge and your tutor will discuss your experience with you as you proceed to ensure
delivery of your learning programme is a “good fit” for you.

3) Observe your own learning through reflection. Many apprentices come to their
programmes having been given few opportunities for reflective learning in their secondary
education. The key to understanding why reflective learning is valuable is this: We often take in
far more information from a learning experience than we actually process into knowledge and
skills. This is wasteful and - in the long run - means more study.

We encourage you to talk to your tutor about simple methods you can use to deepen your
understanding and expertise without additional teaching.

b

i

.
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What Are Learning Styles?

 Many people recognise that each person prefers different learning

styles and techniques. Learning styles group common ways that
people learn and there are a number of different learning styles
models that are used to describe these.

* Everyone has a mix of learning styles. Some people may find that
they have a dominant style of learning, with far less use of the other
styles. Others may find that they use different styles in different
circumstances.

* There is no right mix. Nor are your styles fixed. You can develop
ability in less dominant styles, as well as further develop styles that
you already use.

* We have provided a learning styles quiz for you to complete. It is

located on your course page and is based on the VARK model.




The ‘VARK’ Model - 4 Key Learning Styles

The VARK model is a
framework that identifies four
primary learning preferences
—Visual, Auditory, Read/
Write, and Kinesthetic
Knowing this can help you
understand and optimise your

preferred learning styles.

VISUAL

AURAL
(AUDITORY)

READING

KINESTHETIC
(TACTILE)

WRITTEN INSTRUCTION,
DIAGRAMS, PHOTQOS,
ILLUSTRATIONS,
INFOGRAPHICS

LISTENING TO
INSTRUCTION &
DISCUSSION

WRITTEN INSTRUCTION/
MATERIALS

PREFERENCE:
PHYSICAL
INVOLVEMENT/DOING/
EXPERIENCING

USE VARIETY
EASY TO READ HANDOUTS
TECHNOLOGY TO HELP
WITH VARIETY

CONTENT WITH ENGAGING
TONE AND SPEED.
USE MULTI-MEDIA - AUDIO

HANDOUTS
READING CONTENT

USE TACTILE ACTIVITIES/
DEMOS
USE MULTIMEDIA
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Apprenticeship Directory

Click on the sector

R, ™

that you would like to — L EUSi?feSSg: Facilities Management
. - eadershi
find out more about... = i -~ Managemgnt -Wtective Services

renticeship *_

Apprenticeship Apgt Lo
andards

tandards

= Portfolio . Portfolio .+

- Passenger
Transport

Customer
Service

& .

Ap renficeship
gtandards

Ap renticeshir; -
g andards

——— >

Portfolio .. +—=
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Learning Journey
Customer Service Practitioner 2

1-2-1 tutorials

- Online workshops cover: further OTJ
Nomination. start with month 1 training/evidence

Information, ‘kick off’ event requirements &

End Point Assessment:
1. Apprentice Showcase
2. Observation/Video
3. Professional Discussion

Guidance themes with with
_t t Or 1_2-1 . .
contact. : assignments. line manager
Online: Induction.
nline: quarterly

Skills Scans, :
Knowledge Let's Get 14
Assessments Started
English, Maths & Training
ICT Skills Session.

Online workshops: Online 1-2-1 ‘Gateway’

Maths tutorials confirmation of
Assessments. . . . . .
Training Plan & functional skills, with English readiness for
Aborenticeshi activities through the functional skills with End Point
PP P Skills Forward activities through the Assessment
Agreement. : . .
learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Customer Service Specialist 3

1-2-1 tutorials
Online workshops cover: further OTJ
Nomination. start with month 1 training/evidence
Information, ‘kick off’ event requirements &

Advice & covering main '
: view
Flexible group J Progress TEvISWs

End Point Assessment:
1. Observation
2. Project & Interview

Guidance themes with with 3. Showcase portfolio
tact or 1-2-1 . _
Siolleelon: Induction assignments. line manager
Online: ' quarterly

Skills Scans, ,
Knowledge Let’s Get 15
Assessments Started
English, Maths & Jleilipe
ICT Skills SRS

Online workshops: Online 1-2-1 ‘Gateway’

Maths tutorials confirmation of
Assessments. . . . . .
Training Plan & functional skills, with English readiness for
Aborenticeshi activities through the functional skills with End Point
PP P Skills Forward activities through the Assessment
Agreement. . . .
learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Business Administrator 3

1-2-1 tutorials

. Online workshops cover: further OTJ
Nomination. start with month 1 training/evidence

Information, ‘kick off’ event requirements &

End Point Assessment:
. Knowledge Test (20%)
2. Project Presentation (40%)
. Portfolio Interview (40%)

Guidance themes with with
tact or 1-2-1 . .
contact. . assignments. line manager
il Induction.
nline: quarterly

Skills Scans, ,
Knowledge Let’s Get 13
Assessments Started
English, Maths & Training
ICT Skills Session.

Online workshops: Online 1-2-1 ‘Gateway’

Maths tutorials confirmation of
Assessments. . . . . .
Training Plan & functional skills, with English readiness for
Aborenticeshi activities through the functional skills with End Point
PP P Skills Forward activities through the Assessment
Agreement. . . .
learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Team Leader 3

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

requirements &
progress reviews

- Online workshops
Nomination. start with month 1

Information, ‘kick off’ event

Advice & : |
Flexible group covering main

End Point Assessment:
1. Project Presentation & Q&A (50%)
2. Professional Discussion with Portfolio (50%)

Guidance themes with with
t _t Or 1_2-1 . .
contact. : assignments. line manager
Online: Induction.
nline: quarterly

Skills Scans, :
Knowledge Let's Get
Assessments Sta}rt.ed
English, Maths & Training

13

: Session. Online workshops: Online 1-2-1 ‘Gateway’
ICT Skills . . .
Maths tutorials confirmation of

Assessments. : . . . .
Training Plan & functional skills, with English readiness for
A renqciceshi activities through the functional skills with End Point

PP P Skills Forward activities through the Assessment

Agreement. . . .

learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Operations Manager 5

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

requirements &
progress reviews

- Online workshops
Nomination. start with month 1
Information, ‘kick off’ event

Advice & : |
Flexible group covering main

End Point Assessment:
1. Work Based Project Presentation & Q&A
2. Professional Discussion

Guidance themes with with
o —_— or 1-2-1 . :
act. Induction. assignments. line manager
Online: quarterly

Skills Scans, :
Knowledge Let’s Get
Assessments Started
English, Maths & Training

13 24

ICT Skills Session. Online workshops: Online 1-2-1 ‘Gateway’
Assessments. ~ Maths tutorials confirmation of
Training Plan & fun.ct_lc.)nal skills, with | Engllsh | readlness_ for
Apprenticeship act|V|t!es through the fun.cju.onal skills with End Point

Agreement. Skl!ls Forward act|V|t!es through the | As§essment
learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Cleaning Hygiene Operative 2

1-2-1 tutorials

- Online workshops cover: further OTJ
Nomination. start with month 1 training/evidence

Information, ‘kick off’ event requirements &

Advice & covering main '
: view
Flexible group J Progress TEvISWs

End Point Assessment:
1. Knowledge Test

2. Observation

3. Professional Interview

Guidance themes with with
_t t Or 1_2-1 . .
contact. : assignments. line manager
Online: Induction.
nline: quarterly

Skills Scans, ,
Knowledge Let's Get 13
Assessments Started
English, Maths & Training
ICT Skills Sl

Online workshops: Online 1-2-1 ‘Gateway’

Maths tutorials confirmation of
Assessments. . : . . .
Training Plan & functional skills, with English readiness for
Aborenticeshi activities through the functional skills with End Point
PP P Skills Forward activities through the Assessment
Agreement. : . .
learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Facilities Services Operative 2

1-2-1 tutorials

- Online workshops cover: further OTJ
Nomination. start with month 1 training/evidence

Information, ‘kick off’ event requirements &

Advice & covering main '
: view
Flexible group J Progress TEvISWs

End Point Assessment:
1. Knowledge Test

2. Observation

3. Professional Interview

Guidance themes with with
_t t Or 1_2-1 . .
contact. : assignments. line manager
Online: Induction.
nline: quarterly

Skills Scans, ,
Knowledge Let's Get 13
Assessments Started
English, Maths & Training
ICT Skills Sl

Online workshops: Online 1-2-1 ‘Gateway’

Maths tutorials confirmation of
Assessments. . : . . .
Training Plan & functional skills, with English readiness for
Aborenticeshi activities through the functional skills with End Point
PP P Skills Forward activities through the Assessment
Agreement. : . .
learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Facilities Management Supervisor 3

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

requirements &
progress reviews

- Online workshops
Nomination. start with month 1

Information, ‘kick off’ event

Advice & _ |
Flexible group covering main

End Point Assessment:
1. Project report with
presentation and questions
2. Professional discussion

Guidance themes with '
contact or 1-c-1 i i _with underpinned by portfolio
o Induction. assignments. line manager
Online: quarterly

Skills Scans, :
Knowledge Let's Get
Assessments Started
English, Maths & Training

18

ICT Skills Session. Online workshops: Online 1-2-1 ‘Gateway’
Assessments. ~ Maths tutorials confirmation of
Training Plan & fun.ctllc.mal skills, with | Engllsh | readlnes§ for
Apprenticeship act|V|t!es through the fun.cju_onal skills with End Point

Agreement. Skl!ls Forward act|V|t!es through the | Asgessment
learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Facilities Manager 4

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

requirements &
progress reviews

- Online workshops
Nomination. start with month 1
Information, ‘kick off’ event

Advice & : |
Flexible group covering main

End Point Assessment:
1. Work Based Project
Assignment (50%)
2. Presentation (20%)

Guidance o 1-9-1 themes with with 3.Professional Discussion (30%)
contlact. induction assignments. line manager
Online: ' quarterly

Skills Scans, :
Knowledge Let's Get
Assessments Started
English, Maths & Training

18

: Session. Online workshops: Online 1-2-1 ‘Gateway’
ICT Skills . . .
Maths tutorials confirmation of

Assessments. . . . . .
Training Plan & functional skills, with English readiness for
A renqciceshi activities through the functional skills with End Point

PP P Skills Forward activities through the Assessment

Agreement. : . .

learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Professional Security Operative 2

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

requirements &
progress reviews

Online workshops
start with month 1
‘kick off’ event
covering main

Nomination.
Information,

Advice & :
Flexible group

Guidance themes with with
contact or 1-2-1 . .
CT. Induction. assignments. line manager
Online: quarterly

Skills Scans,
Knowledge

Assessments
English, Maths &

Let’s Get
Started
Training

13

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

OT Sl el Online workshops: Online 1-2-1 ‘Gateway’
L Maths tutorials confirmation of
w : functional skills, with English readiness for
Training Plan & activities through the functional skills with End Point
Apprenticeship Skills Forward activities through the Assessment
Agreement. learning platform. Skills Forward with line

learning platform.
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Learning Journey
Security First Line Manager 3

1-2-1 tutorials
- Online workshops cover: further OTJ
Nomination. start with month 1 training/evidence

Information, ‘kick off’ event requirements &

Advice & covering main '
: view
Flexible group J Progress TEvISWs

End Point Assessment:
1. Project Presentation
2. Observation

Guidance themes with with 3. Interview
tact or 1-2-1 . _
contact. : assignments. line manager
Online: Induction.
nine: quarterly

Skills Scans, :
Knowledge Let’s Get 18
Assessments Started
English, Maths & Training
ICT Skills S

Online workshops: Online 1-2-1 ‘Gateway’

Maths tutorials confirmation of
Assessments. . . . . .
Training Plan & functional skills, with English readiness for
Aborenticeshi activities through the functional skills with End Point
PP P Skills Forward activities through the Assessment
Agreement. : . .
learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Passenger Transport Operative 2

1-2-1 tutorials
Online workshops cover: further OTJ
Nomination. start with month 1 training/evidence
Information, ‘kick off” event requirements &

Advice & covering main '
Flexible group g progress reviews

End Point Assessment:
1. Observation/testimonies
2. Professional review

Guidance themes with with
contact or 1-2-1 . .
= Induction. assignments. line manager
Online: quarterly

Skills Scans, :
Knowledge Let's Get 14
Assessments Started
English, Maths & Training
ICT Skills S

Online workshops: Online 1-2-1 ‘Gateway’

Maths tutorials confirmation of
Assessments. . : . . .
Training Plan & functional skills, with English readiness for
Aborenticeshi activities through the functional skills with End Point
PP P Skills Forward activities through the Assessment
Agreement. : . L1
learning platform. Skills Forward with line manager

learning platform.
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Learning Journey
Passenger Transport Operations Manager 4

1-2-1 tutorials
Online workshops cover: further OTJ
Nomination. start with month 1 training/evidence
Information, ‘kick off” event requirements &

Advice & covering main '
Flexible group g progress reviews

End Point Assessment:
1. Project Assignment
2. Professional Review

Guidance themes with with
contact or 1-2-1 . .
act Induction. assignments. line manager
Online: quarterly

Skills Scans, :
Knowledge Let's Get 18
Assessments Started
English, Maths & Training
ICT Skills SElelt

Online workshops: Online 1-2-1 ‘Gateway’

Maths tutorials confirmation of
Assessments. . : . . .
Training Plan & functional skills, with English readiness for
Aborenticeshi activities through the functional skills with End Point
PP P Skills Forward activities through the Assessment
Agreement. : . L1
learning platform. Skills Forward with line manager

learning platform.



