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“…I would also say that the skills and knowledge that Catherine has developed through completing her
apprenticeship has led to her becoming a senior care worker and being able to assist with assessments,
reviews and performance management…” (Caroline Evans – Branch Manager)
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Welcome to Training Now
Thank you for choosing Training Now. We are a national training provider with learning
venues across the country. Our teaching and learning coaches are fully qualified, experienced
and committed to helping you provide the training and skills to your employees that they
need. As our employer we can offer you an analysis of your training needs and design bespoke
courses to suit your service. We can also help you find apprentices to fill vacancies in your
team. In Training Now we are passionate about providing high quality, relevant and engaging
training. We are committed to ensuring our training is inclusive and flexible, whether you are
an individual learner or manager looking to upskill your team.

The Benefits of Education and Training
Education and training raises the level of skills available in the economy, as well as driving
productivity and national prosperity. Economic benefits are generated when education and
training helps individuals to achieve a higher level of qualification, increasing their employment
prospects, productivity and wages. These benefits translate into significant monetary returns for
individuals over a working life. These add up to between £48,000 and £74,000 for Level 2
apprenticeships; and between £77,000 and £117,000 for Level 3 apprenticeships. Those
completing an apprenticeship at Level 4 or above could earn £150,000 more on average over
their lifetime. According to the National Apprenticeship Service (NAS), 88% of employers believe
that apprenticeships lead to a more satisfied workforce. Apprentices tend to be loyal and
motivated to perform well, knowing that a promising career could be ahead if they are successful
in the company. Apprenticeships can offer a means of developing your existing workforce,
increase productivity and innovation. The apprentices get exposed to new knowledge, and by
putting it all into practice they can deliver results in your business. Again, according to NAS, 80%
of employers feel that having apprentices reduces overall staff turnover. You can pass down the
knowledge from your experts to incoming or existing members of staff, while keeping your skills
in-house. By growing your own talent, you can start identifying potential managers, which makes
planning for the future easier.

What is an Apprenticeship?
An apprenticeship is a genuine job with an accompanying assessment and skills development
programme. It is a way for individuals to earn while they learn gaining valuable skills and
knowledge in a specific job role. The apprentice gains this through a wide mix of learning in the
workplace, formal off-the-job training and the opportunity to practice new skills in a real work
environment. Apprenticeships benefit employers and individuals, and by boosting the skills of
the workforce they help to improve economic productivity. The duration of your apprenticeship
will be anything between 12 and 18 months depending on your contracted working hours.
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Linking the Apprenticeship to the Workplace
Before starting the programme, the job role is mapped to the appropriate apprenticeship
programme. Once the programme has started the Teaching and Learning Coach will teach and
support the apprentice to achieve the Skills, Knowledge and Behaviours required of the
Apprenticeship. To be able to successfully achieve the apprenticeship, the apprentice needs to
provide acceptable evidence to demonstrate their understanding and competence for all
elements. The Apprentice will also need to demonstrate the Skills, Knowledge and Behaviours
required of the Apprenticeship.

The Apprenticeship Levy
In the 2015 summer budget, the government announced plans to introduce an apprenticeship
levy for large employers from April 2017. The levy requires employers to contribute to a training
fund which can only be spent on apprenticeships. The apprenticeship levy has shifted incentives
so that it is far more in employers’ interests to take on apprentices. It puts investment in
training, and apprenticeships specifically, on a long term, sustainable footing. It ensures there
are funds to support the reform and growth aims of the apprenticeship programmes in England,
and build apprenticeships as robust and credible training programmes for the long-term.

The Levy - Calculating what you have to pay
Here’s an example of how the levy will be calculated:

Levy Paying Employer
An employer with an annual pay bill
of £3,000,000 or more

Levy sum
0.5/100
X £3,000,000 =
£15,000

You will calculate report and pay your levy to HMRC, through the Pay as You
Earn (PAYE) process alongside tax and National Insurance Contributions (NICs).
The Government will also top up your Levy account with an additional 5% of
what you pay in.
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The Apprenticeship is comprised of:
National Apprenticeship Standards
This is the criteria your apprentices are working
towards; they must complete all apprenticeship
standards in order to achieve their qualification.

Underpinning Knowledge
A variety of underpinning knowledge is used to
provide the teaching and learning to your
apprentices in order to help them achieve the
apprenticeship. At Training Now we use Diploma
Standards along with observations, mock exams, a
variety of worksheets, interviews, discussions and
tasks in order to provide your staff with the
appropriate knowledge skills and behaviours for
their role.

Functional Skills
The government requires everyone undertaking an apprenticeship to demonstrate a particular level in
English and maths relevant to their level of study. These are known as ‘functional skills’ and it is a
funding requirement. If an apprentice already has a qualification in maths and English to the
appropriate level they will be required to produce the certificate, if not they will have to complete
exams in maths and English as part of their qualification.

Support
Apprentices will receive monthly face to face visits and reviews and ongoing support throughout their
apprenticeship from one of our qualified and dedicated Teaching and Learning Coaches.

End Point Assessment
End-Point Assessment is a new way of assuring quality in the apprenticeship system. It replaces the
previous model of continuous assessment resulting in qualifications. Once an apprentice has completed
their apprenticeship, they will be ‘signed off’ by their employer as ready for End-Point Assessment of
their knowledge and practical capabilities. In most cases, the assessment will be graded and must show
that the apprentice is fully competent and productive in the occupation. The registered assessment
organisation and the assessor must be independent of, and separate from, the training provided by the
provider and employer.

20% off the Job Training
All learners that are enrolled on an apprenticeship course will need to spend 20% of their contracted
hours on off the job activities. Off-the-job training is defined as learning which is undertaken outside of
the normal day-to-day working environment and leads towards the achievement of an apprenticeship.
This can include training that is delivered at the apprentice’s normal place of work but must not be
delivered as part of their normal working duties. This means that learners should be spending 20% of
their working week (if full time 7.5 hours, pro-rota part time) on the activities listed on the next page…
5

20% off the Job Training can be:
•

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Coaching sessions
Independent research
Industry visits (including visiting other departments)
In-house training including systems training, mandatory training* and role specific training
*please note - mandatory training only counts towards 20% when it is meeting the
requirements of the skills knowledge and behaviours in the standard
Learner support to write assignments
Lectures/workshops
Team meetings these meetings must include training or learning activities
Manufacturer training
Shadowing**
Mentoring
Online learning led by the employer or training provider (during paid hours)
Role play
Simulation exercises
Supervision with employer
One-to-ones
Writing assignments (study time)
Completing ‘Off the Job Training Log’ on e-portfolio
Departmental rotation
Work shadow of a colleague with the workplace
Work shadow of colleagues in other venues
Visits to suppliers to learn how they operate and processes followed
Team training (i.e. customer service skills relevant to standard).
Time given to apprentice to complete their reflective journal at the end of shifts

Off-the-job training does NOT include:
•
•
•
•
•

English and maths (up to level 2) which is funded separately
Training to acquire knowledge, skills and behaviours that are not required in the standard or
framework
Progress reviews or on-programme assessment needed for an apprenticeship framework or
standard
Training which takes place outside the apprentice’s paid hours
Mandatory training unless the training meets the requirements of the skills knowledge and
behaviours included the standard

Does Induction count?
An induction does not necessarily count as off-the-job training, for example a tour of the office
or hospital is not activities that would count as off-the-job training. However, inductions could
include an educational element that provides some basics of the skills, knowledge and
behaviours that are core to the apprenticeship.
Apprenticeships are designed to have sufficient stretch to require 20% off-the-job training. They
are designed on the basis that an apprentice already has the required levels of English and
maths and therefore training for English and maths must be on top of the 20% off-the-job
training requirement.
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Determining whether an activity should be classed as off-the job training:
Off-the-job training is outside of normal working duties. However, it is possible to be
undergoing training activities outside of normal working duties while physically at your
normal workstation.
For example, being taught how to operate a new machine or undertaking e-learning at your
desk. To decide whether a training activity constitutes “off-the-job” training, it may be
helpful to consider it in comparison to activities undertaken by other staff that are fully
occupationally competent.
Illustrative Example: Lisa is a Healthcare Assistant apprentice. She has weekly training with
interactive feedback while she learns to use a core piece of equipment. Learning how to use
this equipment forms part of the knowledge, skills and behaviours she needs to achieve the
apprenticeship. This activity would count as off-the-job training.
How is the 20% recorded?
The 20% will be assessed in the ESFA audit, so it must be tracked and recorded.
To comply, each apprentice must have a commitment statement that outlines their
programme of training. This commitment statement should also include how the provider
intends to deliver the 20% off-the-job training set out in the funding rules. The type of
evidence required will vary from course to course, but the ESFA has said it would prefer to
see naturally occurring evidence where possible.
20% - doesn’t mean one day per week - Again many employers assume that 20% means one
day per week needs to be spent training. However as long as in its entirety 20% of the
programme has been spent in training and development then you can plan the training to
take place whenever and wherever you want.
When calculating the required amount of off-the-job training, the apprentice’s statutory
leave entitlement should be deducted. Employees who work a 5-day week receive at least
28 days paid annual holiday (NHS paid holiday would be in depended on NHS service, prorata for part time workers). It should be clear to all parties how the amount of off-the-job
training required has been calculated. It must be at least 20% of the apprentice’s paid hours,
over the planned duration of the training period within the apprenticeship (for standards
this is called the practical period, which ends at the gateway for end point assessment),
must be spent on off-the-job training. This should be recorded in the evidence pack by the
main provider.
OTJ Calculation:
37.5 hour week, 202.5 hours holidays per year, 60 hours Bank Holidays per year
37.5 hours per week x 52 weeks = 1950 paid hours (as it must incorporate all paid hours)
20% of 1950 = 390 hours.
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Apprenticeship Timeline
Step 1

Information, Advice and Guidance Appointment including:
Initial assessment and commitment statement.

Step 2

Ongoing Support: this includes support, teaching and assessment
visits.

Step 3

Progress reviews: face to face monthly progression reviews
with apprentice, Teaching & learning coach and Manager.

Step
4

Ongoing Support: this includes support, teaching
and assessment visits.

Step 5

Gateway preparation: The apprentice
prepares for their End Point Assessment

End Point
Assessment

Step 6

Step 7
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Achievement

What are the Main Responsibilities of
the Employer?
Pay the rights and rates

Apprentices receive the same benefits
as other employees.

Apprentices must be paid at least the
national minimum wage during their
placement. Apprentices who are under
19, or who are over 19 and in the first
year of their apprenticeship, must be
paid at least the national minimum
wage for apprentices. For more
information, please visit
https://www.gov.uk/national-minimumwage-rates

Generally, apprentices should get the same
Benefits as other employees, unless employers
can otherwise justify not providing such
benefits. Failure to do so can lead to
discrimination claims.

Workforce development

Employers should consider projects that
apprentices can undertake on their
behalf or, if appropriate, give apprentices
exposure to tasks they would not normally
have exposure, resulting in a stretch
and challenge of the apprentice’s
knowledge, skills and behaviours within their
organisation

Contract of employment
Employers should provide a contract of
employment which sets out the
employment rights, responsibilities and
duties. Apprentices must be aware of
the organisational policies and will need
to read and understand those policies
that relate to Health & Safety, Equality
& Diversity (including the promotion of
British values), safeguarding and the
Prevent Duty.

Off-job training

Learners must complete and track off-job
training activities that equate to 20% of their
contracted hours.

30 hours per week

Working in Partnership
Employers are to work in partnership with Key
Group to plan and monitor the progress of
apprentices, by attending and engaging in
schedule formal reviews throughout the
learning journey.

Employers must employ apprentices for
minimum of 30 hours per week or
extend the length of time the learner
remains on programme in line with the
hours worked.
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What are the Main Responsibilities
of the Line Manager?
Manage the apprenticeship

Set objectives

Line managers must ensure they make the
business aware if there is any risk that the
apprentice will not complete their
apprenticeship on time. For example, if there
are issues with performance in role, or if there
are critical changes to the role or business.

When setting objectives for the
apprentice through the business’s usual
review processes, it is important that
one of the apprentice’s objectives is
linked to the successful completion of
the apprenticeship and the
development of the skills, behaviours
and competencies they must evidence.
It is important that the line manager
remains continually aware of the
apprentice’s progress throughout the
apprenticeship.

Agree an action plan

Line managers must use the standard business
policies and procedures in managing the
apprentices. The line manager should discuss
and agree an action plan with the apprentice
and training consultant to ensure ongoing
progress, development and exposure to new
skills.

Monitor progress

The line manager will be given access to
management information to show the
learner’s progress and will work with
Key Group in partnership to support the
apprentice’s success. The manager
will take an active role within progress
reviews and reflect on the impact the
programme is having on both the
learner as an employee and the
organisation.

Take part in the induction

Line manager should be involved in the
apprentice’s induction to the programme,
working with Key Group to clearly set out the
business expectations

Use an adaptive management
approach

Although apprentices are to be managed
. the same way as any other member
in
of staff, an apprentice might be a young
person who may be working in their
first job role. If this is the case, the line
management of the apprentice may need
a more hands-on approach during their
first few weeks at work.

Feed back to the apprentice

Line managers should provide regular
feedback to the apprentice on their
performance in their job, in order to
support their development and ensure they
have the necessary skills and knowledge
for their job role and apprenticeship.
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What are the Main Responsibilities of your
Teaching and Learning Coach?
Training Now will assign a Teaching and
Learning Coach to support and guide the
apprentice and their line manager
through the apprenticeship journey. The
Teaching and Learning Coach will
regularly visit and communicate with the
apprentice within the Work place to
provide learning support, carry out
assessments and observations and review
the evidence gathered by the apprentice.
The Teaching and Learning Coaches will
ensure that the apprentice remains on
track with their apprenticeship and
completes it to the required timescale.

Regular reviews
Teaching and Learning Coaches should carry
out regular reviews with the apprentice and
line manager, discussing the apprentice’s
progress.

Ensure personal learning plan goals

Teaching and Learning Coaches must
endeavour to ensure that the employer
provides the learner with the facilities,
training and workplace opportunities
necessary to achieve the outcomes as
specified in the learner’s personal learning
plan.

Organise induction
Teaching and Learning Coaches must
provide a comprehensive induction for the
apprentice and the line manager as part of
the first visit. This will include an in-depth
Information, Advice and Guidance session.

Ensure standards
Teaching and Learning Coaches must ensure the
apprenticeship is achieved to the required
standard and on time

Organise meaningful learning
activities

Provide materials needed

Teaching and Learning Coaches must provide all
the required learning materials for the
apprenticeship.

Teaching and Learning Coaches must agree
and deliver a programme of training and
learning sessions with the apprentice and
regular meetings with the apprentice and
their line manager.

Provide support

Teaching and Learning Coaches should work in
partnership with the employer to best support
the learner to reach success, mapping out
the Individual Learning Plan (ILP) to show
teaching and learning and workplace
mentoring activities on and off-the- job.

Set the course of study

Teaching and Learning Coaches must
provide learning, support and guidance to
the apprentices by setting the apprentice’s
course of study and agreeing deadlines for
completion.

Raise any concerns
Teaching and Learning Coaches should let
the employer know of any concerns or
issues they have in relation to the
apprenticeship. This also includes any
safeguarding/prevent concerns.
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What are the Main Responsibilities
of the Apprentice?
Be responsible

Apprentices must be diligent and
punctual, and must behave in a
responsible manner in accordance with
the requirements of health and safety,
safeguarding, prevent and quality and
diversity legislation relating to the
apprentice’s responsibilities as an
individual.

Attend scheduled formal
Reviews

This involves the apprentice, line
manager and Teaching and learning
Coach. These reviews are an
opportunity for all three parties to
reflect on the apprentice’s progress
and consider the next phase of
learning.

Attend regular teaching and
learning / review activities

The teaching and learning/review
activities are determined at the start of
the programme between the employer,
apprentice and Training Now at the
start and formulate the initial Individual
Learning Plan (ILP).

Be self-sufficient

Apprentices must be responsible for
their own learning and development
and for ensuring that they are working
to the best of their ability at all times.

Allow access and share learning

Apprentices must allow the provider to
access and share their learning records
(LRs) for the purposes of administering
the specified apprenticeship.

Think about the business
With ‘Respect to Business’
During the programme, apprentices
should consider how they can best
develop their skills to enhance their role
and have an impact on the business.

Think about the employer
Apprentices should promote the
employer’s best interests at all times.
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What are the main
responsibilities
of the Training Provider?
As a registered provider Training Now ensures that we:
 are eligible to receive government funding to train
apprentices
 are accountable for the appropriate use of
government funds
 deliver high quality apprenticeship training
 deliver training that complies with apprenticeship
funding rules
 are responsible for the safeguarding of apprentices
In order to receive government funding Training Now has entered into the ESFA
apprenticeship agreement for training providers for the provision of levy-funded
apprenticeship training.
As an Employer provider we have also entered into the ESFA apprenticeship
agreement for employers.
Having these agreements in place means that Training Now is on the RoATP
(register of Apprenticeship Training Providers)
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Implementing
apprenticeships in
six simple steps

The key steps in
implementing
apprenticeships as part of an
organisation’s talent pipeline,
in addition to getting the
business buy in to this, can be
summarised as follows:

Step 1: Talk to us about what your workforce development needs
We can help you to understand how:


The new apprenticeship programmes should be part of any long term solution



The funding

Step 2: Confirm your requirements
All you need to do now is confirm which programmes you want, where and when.
We will provide impartial advice about what is available and how it works to help you decide what is
right for you. Once this is agreed on, we will then help you develop a delivery plan that links to the
hiring plans of the business, identifies the roles of employer and training provider, integrates the
training provider’s role with any internal training required for the apprentice and agrees the cost of
the apprenticeship.
Step 3: Select and appoint the successful candidates
You now start recruiting apprentices for the role(s) in the business.
We are also able to provide a selection and assessment service to help you attract the best candidates.
Step 4: Team put in place
After confirming your requirement, we will put a team in place to support you and your learners
working towards their qualifications

Step 5: Overseeing the process
We complete all the required administration, as well as drawing down agreed funding,
leaving you to enjoy the benefits of your apprentices.

Step 6: Success!
The employer and training provider work with the apprentice to build their competence in the role. On
completion of the training, the apprentice completes the final assessment and/or EPA and is awarded
their certificate as well as being fully competent in the role.
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Equality, Diversity &
British Values
We are dedicated to promoting British values to ensure people are prepared for life in
modern Britain. We want them to develop a strong sense of social and moral
responsibility, developing understanding of democracy, the rule of law, individual
liberty, and mutual respect and tolerance of those with different faiths and beliefs. The
promotion of British values links very closely with the Prevent Duty.
Equality and diversity is about giving everyone a fair chance to reach their potential. It is
about ensuring equal access to employment, training and services. Our focus is on the
ability, not the disability, of every individual and we will protect your apprentice from
harassment or bullying. If you have any concerns, please let us know.

It is our aim that all apprentices are able to contribute positively to the wider
community, using the skills and knowledge they acquire during their time with us. As
well as being fully engaged in their learning experience, we want to encourage their
development as responsible, respectful and socially aware individuals. These topics will
be discussed during your apprentice’s induction and in workshops or teaching and
learning sessions.

Safeguarding & Prevent

We all have a legal responsibility and duty of care to protect children and adults’ health, well-being and
human rights, and enable them to live free from harm, abuse and neglect. This responsibility includes ‘The
Prevent Duty’, which places a duty on specified authorities to have due regard to the need to prevent
people from being drawn into terrorism. This includes us as a training provision and you as the employer.
The most widely used medium to influence and radicalise is online activity. Therefore we all have a
heightened responsibility to ensure that our policies and practices protect ourselves and our learners
when using this. Training Now have a designated safeguarding team which consists of a Safeguarding lead
and 2 safeguarding officers. If you have any concerns regarding the safety or welfare of an apprentice
please communicate your concern to your Teaching and Learning Coach or any member of the Training
Now team and they will alert the safeguarding lead or one of the safeguarding officers, who will
investigate and involve outside agencies as necessary.

e – Safety It is likely your staff will be expected to send emails, search the Internet and also
use our e-portfolio system. Being online can sometimes leave adults and young people
vulnerable and whilst on our programme, we provide guidance on how to keep safe.
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Employer Engagement
Employers play an important role in ensuring the success of any learning programme. We want to involve
you in shaping, developing and improving our learning programmes and learning delivery. Key Group is
committed to the implementation of a coherent strategy of employer engagement. The aim is to foster
strong and long-lasting relationships with employers, involving effective participation and feedback in our
continuous improvement process. A variety of methods are used to support employer engagement:
• EMPLOYER SURVEYS – a system of regular surveys of employer needs and satisfaction. The results of
surveys are evaluated and used to inform improvements in learning provision.
• FACE-TO-FACE INTERVIEWS – staff will undertake face-to-face meetings with employers via the internal
quality assurance process
• ONLINE/TELEPHONE QUESTIONNAIRES – employers may be invited to complete online or telephone
questionnaires in order to gauge satisfaction and encourage feedback.
• EMPLOYER INVOLVEMENT IN DECISION-MAKING – when any changes are planned that may affect
the employer or the learner, employer input will be sought in relation to proposed changes prior to
implementation.
• EMPLOYER CONTACT – employers will have a single point of contact in order to provide clear
communication paths, address their needs and gather feedback.
• ‘YOU SAID - WE DID’ – feeding back to employers is an important part of the Employer Engagement
Strategy and ‘You said - We did’ communications endeavour to ensure employers are kept fully informed
of actions taken as a result of their feedback.
• COMPLAINTS PROCEDURE – a comprehensive complaints procedure is in place. Employers are made
aware of this upon the initial visit and told how to access it, should they wish to make a complaint at any
time.
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Complaints Procedure
We expect your time with us to be a positive
experience, but we accept that sometimes you
will have concerns. The complaints and appeals
processes are reflected here, should you
require them.

APPEALS PROCEDURE AGAINST
ASSESSMENT DECISIONS
STAGE 1

Initially, our advice would be to speak to your
Teaching and Learning Coach and discuss your reasons
for appeal. Your Teaching and Learning Coach may be
able to provide further information regarding
assessment decisions which either clarify any issues, or
strengthen your grounds for appeal.

STAGE 2

If you are still not satisfied, as with the complaints
procedure, you may put your concerns in writing
to the Director,

STAGE 3

If we are unable to resolve your appeal, we will
provide you with contact details for the External
Awarding Body, and request that they look into the
matter.
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STAGE 1
Should you need to contact us to make a
complaint about any aspect of the
programme or experience, please email:
info@training-now.co.uk or write to us:
Training Now, Agincare House, Admiralty
Buildings, Castletown, Portland, DT5 1BB.
You must provide detailed information
about the complaint including dates,
times and witnesses. Complaints must be
received within 2 weeks of the incident
occurring.

STAGE 2

All complaints will be dealt with in a fair,
sensitive and professional manner,
fully investigated by the appropriate line
manager and conducted within 7 days.
Where additional evidence is required a
request in writing will be made direct to
you before a resolution can be concluded.

STAGE 3

Following the investigation you will be
invited in to a face to face meeting to
discuss the findings and proposed
resolutions If a resolution cannot be
agreed, your complaint will be
escalated to the Operations Director, who
will contact to you to confirm receipt
of your complaint. The Operations
Director will then complete an
independent investigation to resolve
the complaint within 21 days.

FAQS
HOW WILL I KNOW HOW MY STAFF
ARE PROGRESSING?

After the first 3 months, you Training
consultant will review and discuss the
progress of all learners on the programme
to date. We do reserve the right, at this
stage, to withdraw any learners we feel are
not fully engaged, have missed a number of
scheduled sessions, or have
not produced work at the required
standard. Following this review, we will
return every 10-12 weeks to discuss
progress with the learner’s line
manager or alternative contact. We also use
an online ePortfolio, from which we can
send you progress reports as required.

WHAT HOURS CAN AN APPRENTICE WORK?

work shift patterns and weekends to fit your
business needs. There are some exceptions to
this for certain sectors, which we can advise on.

WHAT IF TAKING ON AN APPRENTICE DOES NOT
WORK OUT AS EXPECTED?
The apprentice is under a contract of
employment with you, therefore you will be able
to engage your usual disciplinary procedures if
required. It is advisable to include a probation
period in any contract of employment.
WHAT HAPPENS ONCE THE LEARNER HAS
COMPLETED THEIR APPRENTICESHIP?
You will be able to evaluate the apprentice’s
salary depending upon their suitability to the
role. You can also consider an Advanced
Apprenticeship option for progression onto
Level 3 qualifications, higher or degree levels or simply make the most of your newly qualified
employee.

DOES THE APPRENTICE HAVE TO ATTEND
COLLEGE OR TRAINING DAYS OFF-SITE?
The qualification can be delivered at your
workplace and, for some sectors, we can
also deliver off-site training, if appropriate
and available in your area. You will be
assigned a training consultant to guide you
and the learner through the apprenticeship.

HOW LONG DOES THE APRENTICESHIP TAKE?
Apprenticeships take a minimum of twelve
months to complete, with Advanced Levels sometimes
taking up to twenty-four months.

DO I HAVE TO PROVIDE ANY TRAINING?
The only training you will have to provide is
initial health and safety workplace training
and any job- specific or mandatory training
for the role.
WHAT ABOUT HOLIDAY ENTITLEMENT?
Apprentices are entitled to the same
holidays as other employees within your
business – the minimum being 20 days plus
bank holidays.

DO I HAVE TO PROVIDE A CONTRACT OF
EMPLOYMENT?
Yes. An apprentice is classified as an
employee of your business, therefore, they
will fall under all your company policies and
procedures.
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Quality Assurance
Quality assurance plays a key role in ensuring
the
effectiveness
of
each
learning
programme. Details of the key individuals and
their roles within this process are detailed
here.
EXTERNAL EVALUATION
Training Now’s provision is externally inspected by
Ofsted. This may involve the apprentice and you as the
employer. The expectation from Ofsted will be to have
open access to your place of work to carry out several
activities, including learner and employer interviews
and observations, to gain valuable feedback on the
experience and impact the programme is having
/has had on the apprentice and their ability to carry
out their job role and how that progression has
impacted on your organisation
Teaching & Learning Coach
Teaching & Learning Coaches support/guide the
apprentice throughout their learning and assessment
in the workplace. They provide guidance throughout
their programme, whilst also carrying out
formative/summative assessments at key milestones
in the learner’s development. They are also
responsible for signing off qualifications once
completed.
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QUALITY ASSURER (QA)
The IQA is responsible for ensuring
the work undertaken by the
Teaching and Learning Coaches
meets
the
required
quality
standards as defined by the
awarding organisation. The QA may
observe sessions to ensure the
quality of learning delivery and
assessment.
EXTERNAL QUALITY ASSURER
(EQA)
The EQA is employed by the
awarding organisation or End-Point
Assessment (EPA) organisation to
ensure we are meeting the required
quality standards. They may on
occasion, wish to meet with you or
phone you to ask about your
experience and whether we are
providing the appropriate support.
Any meetings with the EQA would
be planned in advance. Where End
Point Assessment is a requirement
the EQA would undertake this EndPoint assessment which may take
the format of a workplace project,
exam or discussion.

Short Courses and CPD

Training Now is an approved centre with NCFE/Cache and Skills First awarding bodies. Short courses can be
delivered in anything from half a day to several days or weeks. Candidates can receive a Training Now
attendance certificate and/or an accredited qualification by attending a learning session and then completing
a home study course over a few weeks/or guided learning hours. CPD Sessions and training can be designed
to suit the needs of your business and can be devised in discussion with Training Now’s Business
Development Manager.

Diplomas

Diploma standards are used as underpinning knowledge for an apprenticeship but can also be facilitated as
stand-alone Diplomas. There is a wide choice of subjects available please refer to our brochure for the full
listing on offer from Training Now, however if there is a course you need that is not listed please let us know,
we may be able to devise it for you. Our Diplomas are accredited through NCFECache or Skillsfirst.

Apprentice Recruitment Service

If you are looking for an apprentice to join your service we can help you recruit a suitable person from the point
of advertising a position, through to arranging interview dates for prospective candidates.
We will then support that individual to successfully complete their apprenticeship and gain their qualification
with a view to becoming a valuable and permanent member of your team.

Training Needs Analysis

We can help you to understand what training you need in order to develop and improve your business or
service. In partnership with you we will design training courses to suit your particular business needs, based on
your policies and procedures.

Tel: 01305 825473
Email: info@training-now.co.uk
Web: www.training-now.co.uk
Address: Admiralty Buildings, Castletown, Portland, Dorset DT5 1BB

20

