Learner and Apprentice Handbook
2020 – 2021

Page 1

Contents
1.

Welcome

2.

The Colleges’ Partnership Ltd / About Us

3.

Our Learner Charter

4.

Learning Support

5.

Technology

6.

Assessment

7.

Functional Skills

8.

Safeguarding

9.

Equality, Diversity and Inclusion

10. Making a Complaint
11. Surveys

Please contact quality@tcpartnership.co.uk if you would like this learner handbook made
available in alternative formats/languages or call 01258 481079
This handbook is also available on the Colleges’ Partnership website: www.tcpartnership.ac.uk
where it can be viewed in alternative formats and languages.

Page 2

1.

Welcome to The Colleges' Partnership

“The Colleges’ Partnership relies on a
successful partnership between us, the learner
and the employer. Our apprentices learn in
successful and diverse environments where
expectations can be met and realised. Our
mission is to provide high quality training and
education for our learners, resulting in a
motivated, successful and productive
workforce.”
Tony Basham – Executive Director

The Colleges' Partnership is a well-established and respected training provider, specialising in the
provision of vocational training solutions, Apprenticeship management solutions and professional
learning and development opportunities - delivered directly into your workplace.
Via Apprenticeships Frameworks, Standards, Diplomas and professional qualifications you will learn
on the job, more effectively reinforcing the link between theory and practice which minimises
disruption to your day to day operations. As a result, you will build confidence, motivation and
productivity.
We deliver professional qualifications for those considering a career in Teaching, Quality Assurance
(TAQA) or Coaching and Mentoring (C&M).
We understand that each and every learner is different and as a result, learning and training
requirements will be specific to your needs and objectives. Our successful delivery of training
solutions to our military, commercial and public sector clients throughout the UK and Europe is
testimony to our highly flexible service.
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2.

The Colleges’ Partnership Ltd / About Us

The Colleges’ Partnership Ltd. is a well-established and respected training provider, we
specialise in the provision of vocational training solutions, Apprenticeship management and
Professional Learning and development opportunities delivered directly into the workplace.
We understand that each and every organisation is different and as a result learning and
training requirements are tailored and managed to the exacting business objectives needs.
Our successful delivery of training solutions to military, commercial and public sector clients
throughout the UK and Europe is testimony to the flexible and highly portable service we
deliver.

The Colleges’ Partnership Ltd. is a not for profit joint venture company owned by Wiltshire
College and Bridgwater and Taunton College. The Executive board consists of professionals
across each organisation who share a commitment to helping learners from a diverse range
of social and economic backgrounds to develop the skills required for the world of work and
for life. The board understand their roles and responsibilities in relation to Equality and
Diversity and drive improvements as part of The Colleges’ Partnership strategy. We operate
under a number of contracts to the directorate of Educational and Training Services (Army)
in the UK and in Germany; we also offer Tri Service professional education opportunities.
We have developed a close working relationship with the Army, RAF and Navy at all levels.
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OUR VISION, MISSION AND VALUES
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3.

Our Learner Charter

Our Learner Charter (below) forms the basis of our contract between The Colleges
Partnership Ltd and our Apprentices and is available as a booklet.
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4.

Learning Support

Support for all learners to achieve their full potential is very important to us. Our Functional
Skills Tutors and Apprenticeship Coordinators (ACO) have the skills and experience to
support you, whatever your need.
When you complete induction, you are
asked to fill in an ‘Application to
Undertake’ this provides us with a
variety of basic information including
how to contact you; but it also
provides an opportunity for you to tell
us about the support you may need to

E&D Wall, Chepstow

help you with your
apprenticeship/course. You will be asked if you consider yourself to have a disability,
learning difficulty or health problems. If you specify any of these the information you give us
will only be shared with those directly involved with your learning, this will predominantly be
your Apprenticeship Co-ordinator (ACO). They will discuss your needs with you, and make
sure where possible that appropriate support is put in place to enable you to succeed.
Disclosing this information to us as soon as possible enables us to put all arrangements and
support in place as soon as possible for example we can offer dyslexia support. By giving
us as much information as you can, we will work with you in confidence to give you the best
possible chance to do well. If at any time on your Apprenticeship/course you need
assistance please talk to your Apprenticeship Coordinator (ACO).
Further information can be found in our Equality and Diversity Policy and our Reasonable
Adjustment Policy, both of these are located on our website and Virtual Learning
environment (VLE). If at any point during your course you need support or assistance your
first point of contact will be your allocated Apprenticeship Coordinator.
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5.

Technology

The Virtual Learning Environment (VLE)
Our ‘Virtual Learning Environment’ or VLE is a Web-based platform presenting your course
content digitally. The VLE will allow you access to your course information via any internet
enabled device. It will hold resources, activities and interactions within your
apprenticeship/course structure.
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You can access the VLE by going to www.vle.tcpartnership.ac.uk. Your ACO will create your
account and you will then be able to access your course material. Most courses are
password-protected, and can only be accessed by the people enrolled on them. If you
experience any access problems, contact your ACO in the first instance. If your ACO cannot
resolve the problem, contact the VLE administrator – ian.southwell@tcpartnership.ac.uk.
The VLE will allow you to access additional study in your own time and at your own pace
and will allow you to communicate with others in your course.

E-Portfolios:

Your ACO will advise if an e-portfolio is appropriate for your Apprenticeship/course. Eportfolios enable learners to submit and evidence their work via an online platform. They
allow learners to access their work via the internet, and record and track their progress.
ACO’s can mark work and send feedback via the E-portfolio, so learners are able to clearly
see what they have achieved and what is remaining.
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Video Conferencing:
Where access to your apprenticeship coordinator may be difficult, perhaps because of
overseas postings or exercise, your apprenticeship coordinator can make contact via our
secure video conferencing system. One to one or group sessions can be recorded and used
as evidence of achievement.

Access to Technology:
Where assignments necessitate the use of hardware or software, provision can be made to
loan equipment such as Laptops.
All apprentices are licenced to use Microsoft Office 365 on their own laptops and mobile
devices at no cost for the duration of their apprenticeship programme. Please speak to your
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6.

Assessment

Before induction you will be asked to complete an eligibility form, this will ensure that you are
eligible for the programme to be undertaken. At induction you will be issued with an
Assessment Plan for the relevant qualification(s) being undertaken this will provide you with
information on the structure and process you will follow and how your qualification will be
achieved.
During the induction process your Assessor will outline the standards of the Qualification and
Functional Skills being undertaken and the types of assessment that will take place including
information on End Point Assessment (EPA) requirements where appropriate. You will
receive a more in depth explanation of the standards and the different methods of
assessment including different sources of evidence when you start.
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Any existing qualifications you already have will be recorded on the Eligibility form and will
be reviewed by your assessor to establish and identify any prior achievement or experience
that can be used towards your qualification. This could be in relation to Maths English and
ICT functional skills qualifications, your Assessor will explain this all to you.
The evidence you gather for each unit will be filed in your portfolio, this may be a paper one
or for some qualifications this could be an electronic portfolio (e-portfolio) you are
responsible for this and must ensure you are fully aware of what it contains and what you are
working towards. All evidence will show that your Assessor has assessed each piece of
evidence against the assessment criteria or qualification standards.
You will be given feedback after any form of assessment has taken place. Your Assessor will
record this on a Feedback sheet or on the evidence itself. Your assessors will also record on
the review form that feedback has been given and signpost you to the written feedback. The
recorded feedback will record the main points raised during the verbal feedback.
The Assessment Plan, like the ILP, is a live working document and will reflect the learner’s
progress.
End Point Assessment (EPA)

Where appropriate your Apprenticeship Coordinator will ensure that you are able to
complete your EPA assessment requirements by offering ongoing support to you and your
employer through one to one meetings and via the materials and support mechanisms on
the Virtual Learning Environment (VLE) and relevant End Point Assessment Organisation
(EPAO) website.
Preparation for your EPA is developed in accordance with the requirements of the
assessment plan this will ensure preparation towards the Gateway and EPA tasks are
managed with high levels of support and quality to ensure you are successful.

When you have reached the Gateway which determines whether you are ready to complete
EPA you will be given the appropriate resources and assessment guidance; we will arrange
for the assessment in conjunction with your employer. The delivery by the end-point
assessment team will ensure that the quality of assessment is maintained.
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7.

Functional Skills

Functional Skills are practical skills in English, Maths and Information Communication
Technology (ICT) for all learners. Functional Skills provide you with essential
knowledge, skills and understanding that will enable you to operate confidently, effectively and
independently in life and work. The Colleges’ Partnership will ensure that you are supported
through all the stages of the Functional Skills requirements for the successful completion of
Intermediate Apprenticeships and Higher Apprenticeships. Functional skills are delivered as
part of an apprenticeship programme; some apprenticeships require Maths English and ICT and
some only require Maths and English, your ACO will let me know what your course requires. All
Apprenticeship Learners must study the required Functional Skills at the appropriate level to
achieve the framework. If you already have a Level 1, level 2 or equivalent qualification in
maths, English or ICT we will be able to accredit this to your apprenticeship meaning you will
not need to do this element of your Apprenticeship Framework. You will need to provide your
certificates within 3 months to comply with the Education and Skills Funding Agency (ESFA)
funding guidance. If not presented within 3 months you will be expected to achieve the
necessary Functional Skills.
You will be encouraged to achieve a
higher level where appropriate
including those of you who have
already achieved a Level 1 prior to
induction.
You will complete an initial and
diagnostic assessment related to your
Functional Skills development. This will
help to ensure you are working to the
appropriate level. Your progress will regularly be reviewed to monitor progress and make sure
that support is provided where necessary.
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It is very important for you to make a positive commitment and contribution to your own
development and learning. You can demonstrate this by attending all Functional Skills lessons
as required. Work hard and make best use of your time inside and outside the classroom,
including timely completion of work, preparation for tests and working to achieve your Learning
Plan.
Pay careful attention to the advice and
feedback from the teaching staff on your
progress and what you need to do to
improve. Where you can make a positive
contribution in class and co-operate with
the teaching staff and fellow learners. It is
very important that you comply with the
assessment regulations for the qualification
and that you comply with Company policy
when using learning resources.

Further information on Functional skills can be found in Our Functional skills policy
located on our website.
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8. Safeguarding
The Colleges’ Partnership has clearly defined responsibilities under the Children Act 1989
and 2004, Department for Education (DfE) Working Together to Safeguard Children and
MOD policies including Safeguarding Service Children and Young People (JSP 834) and
Safeguarding Vulnerable Groups (JSP 893) and will follow legislative and statutory guidance
for learners under the age of 18.
At The Colleges’ Partnership we are committed to creating and maintaining a safe and
positive learning environment for you and aim to safeguard and protect you from harm
including preventing you from being drawn into terrorism. Every member of The Colleges’
Partnership staff has a responsibility to help ensure your safety and welfare.
We will ensure you have equality of opportunity; we will help you to develop a feeling of selfconfidence and self-worth. We recognise your fundamental right to be protected from harm,
exploitation and discrimination and will provide you with a safe environment in which to learn
effectively. You can be confident that any concerns that you may have will be listened to and
acted upon. As a learner you can be assured that The Colleges’ Partnership will ensure that
all staff, Board Members and contractors understand the importance of working in
partnership with you and your employer to support and promote your welfare.
As part of our responsibilities we promote the Prevent strategy. Prevent is about
safeguarding people and communities from the threat of terrorism, it is 1 of the 4 elements of
CONTEST, the Government's counter-terrorism strategy. It aims to stop people becoming
drawn into or supporting terrorism.
At the heart of Prevent is safeguarding children and adults and providing early
intervention to protect and divert people away from being drawn into terrorist activity.
Prevent addresses all forms of terrorism, but continues to ensure resources and effort
are allocated on the basis of threats to our national security
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Prevent is part of The Colleges’ Partnership Safeguarding requirements. We ensure that
staff and students are aware of the risks of radicalisation and/or involvement in violent or
non-violent extremist activities and will support anyone thought to be at risk of becoming
involved.

During your qualification you will witness staff promote equality of opportunity and diversity in
teaching and learning, through opportunities in lessons and in your learning environment.
This is done to raise your awareness of Fundamental British Values (FBV). The
Department for Education’s five-part definition of British values includes:
•

Democracy: making decisions together, for example giving opportunities to
develop enquiring minds in an atmosphere where questions are valued.

•

Rule of law: understanding rules matter as cited in Personal Social and Emotional
development for example collaborating with children to create rules and codes of
behaviour.

•

Individual liberty:

freedom for all, for example reflecting on their differences and

understanding we are free to have different opinions.
•

Mutual respect and tolerance:

treat others as you want to be treated, for

example sharing and respecting other’s opinions.
At The Colleges’ Partnership you will encounter these principles throughout everyday
activity. As well as actively promoting these values to you, we will embed these into your
course work and qualification.
Further information can be found in our Safeguarding and Prevent policies, both of these are
located on our website and Virtual Learning Environment (VLE). If at any point during your
course you are worried, concerned, need support or assistance your first point of contact will
be your allocated Apprenticeship Coordinator.
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9.

Equality, Diversity and Inclusion

By removing barriers to education, training and employment opportunities, The Colleges’
Partnership Ltd. actively promotes Equality and Diversity for all, including staff, learners,
contractors and any members of the company community who have direct or indirect contact
with the Colleges’ Partnership. The aim of The Colleges’ Partnership is to widen access
through a flexible and inclusive culture by creating, promoting and maintaining an
environment in which people treat each other with mutual respect, value each other’s
contributions and which is free of discrimination.

The Colleges Partnership
publishes monthly a calendar
celebrating cultural diversity.

2021
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The Colleges’ Partnership is committed to advancing its statutory duties as set out in the
Equality Act 2010 and the Public Sector Equality Duty in order to promote equality of
opportunity and eliminate discrimination; demonstrating a clear commitment to placing
equality, diversity and inclusion at the centre of the Company ethos.

Please ensure that you:
•

Treat everyone with respect, be fair and understanding

•

Abide by the requirements of The Colleges’ Partnership Equality and Diversity policy

•

Make sure you use appropriate language and behaviour

•

Report any concerns that you have for yourself and others
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10. Making a Complaint
We aim to provide a high quality service but accept that sometimes things go wrong. We
need to know when you are not happy so we can try to put things right. We will treat all
complaints seriously and take them as an opportunity to improve our services where we
have underperformed. We will try to deal with your complaint informally, so in the first
instance please speak with your Apprenticeship Coordinator.
However if the relevant person dealing with your enquiry cannot put things right, or you are
not happy with the result, please contact our Quality Department on 01258 481079 or email
quality@tcpartnership.ac.uk.
Your complaint will be acknowledged and an investigating officer will be assigned. We will
investigate your complaint, take any necessary action and reply to you in writing within 10
working days. More information can be found in Our Customer Complaints policy located on
our Website.
Where it is felt that a complaint has not been adequately handled or resolved you can refer the
issue to The Education and Skills Funding Agency
By e-mail: complaints.esfa@education.gov.uk
Or by post to: The Complaints team, The Office of the Chief Executive, Education and Skills
Funding Agency, Cheylesmore House, Quinton Road, Coventry, CV1 2WT
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11.

Surveys

As part of our continuous improvement programme, you will be asked to contribute to regular
feedback and experience surveys.
Your apprenticeship coordinator will invite you to take part in surveys which can be
completed using any Internet enabled mobile device or computer.

The Colleges Partnership Ltd.
Unit 14b, Sunrise Business Park
Higher Shaftesbury Rd
Blandford
Dorset
DT11 8ST
Tel: 01258 457085
E-mail: enquiries@tcpartnership.ac.uk

