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Welcome to Woodspeen Training, and thank you for choosing 
Woodspeen as your training provider. 
 
This handbook will guide you through the learning partnership that 
you as the employer and your apprentice are embarking on.  An 
Apprenticeship is a three-way journey, with us the Training Provider, 
the apprentice and you the Employer all joining forces to ensure a 
successful learning journey.  This handbook will take you through the 
programme, and how we aim to ensure it delivers new skills, 
knowledge and behaviours that will benefit your apprentice and 
impact positively on your business. Employing and Apprentice is a 
serious commitment, but the benefits of a successful apprenticeship 
can be significant. Did you know for instance that: 
 

• A research study carried out for the Centre for Economics and 
Business Research (Cebr) found that, on average, each 
apprentice brings a gain in productivity of more than £10,000 
per year for their employer, with figures for some sectors being 
even higher. 

• As well as boosting productivity, apprenticeships can also help 
companies to compete in the modern marketplace. In 
industry research, 77 per cent of employers agreed that taking 
on apprentices helped to make their organisations more 
competitive. Another finding was that more than 8 out of 10 
customers prefer to buy from companies which employ 
apprentices. 

 
It is important that your apprentice is supported throughout their 
programme and feels happy and safe in their environment.  We will 
work with you and the apprentice to ensure this is the case, and this 
handbook details some of the policies and procedures we have in 
place to support learners. 
 
We hope you enjoy working with us and realise the full benefits of 
recruiting an apprentice! 
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Contact Details 

1 

Name: 
 
Email:    @woodspeentraining.co.uk 
 

Telephone/Mobile: 
 

Office Location/Address: 
 

 

 

 



Apprenticeships 
What is an apprenticeship? 
An Apprenticeship is essentially a job with a training 
programme.  Many apprenticeships are programmes designed 
for young people in entry level roles; however they can equally 
be programmes for existing staff who need to learn new skills.  
Apprenticeships are available right up to degree level and 
beyond; so apprenticeship opportunities are available wherever 
you are in your career.   

An apprenticeship is about learning new skills, knowledge and 
behaviours in the workplace. Not only will your apprentice be 
learning these new skills and behaviours, they will be applying 
them to their role to demonstrate their competence. 

Apprentices must spend at least 20% of their time on off-the-job 
training. However, they may need more than this if, for example 
they need training in English and maths. We will discuss with you 
how this will be delivered, by regular training sessions carried out 
in one of our training centres or at an employer premises. Off-
the-job training also includes the practical training you provide 
to your apprentice such as shadowing, mentoring and industry 
visits. Off-the-job training must not be part of your apprentice’s 
normal working duties. 

 

 

 
 
 



Apprenticeship Delivery 
The apprenticeship is delivered in a blended approach, 
designed to fit in with the business and the apprentice’s work.  
Each apprentice will be assigned a Skills Tutor, who will be 
responsible for the apprentice’s progress throughout their 
programme. 

Apprenticeship training will be delivered through a combination 
of:  

- Classroom based training sessions 

- Work-placed one-to-one sessions with their Skills Tutor, 
including teaching, assessment and learning progress 
reviews  

- Directed research and self-study 

- Work based assignments and projects 

- On-line learning and tests 

- Exam (Gateway) preparation 

- Remote (telephone / Skype etc) training sessions 

As a minimum we will expect to visit a learner every month and 
deliver a minimum of one intervention each month, and a 
formal review of learning every 12 weeks. 

We deploy an online tracking system to monitor each learner’s 
progress.  We will use this to review learner progress with the 
learner and you on a regular basis.  Where technology cannot 
be deployed in the workplace we will use hard copy versions. 

 

 

 

 
 



Functional Skills & Learning Support 
An apprenticeship is not just about vocational skills. In order to 
complete an apprenticeship programme the apprentice needs 
to demonstrate a level of competence in Functional Skills 
(English and maths). All apprentices will work towards achieving 
their Level 2 Functional Skills in English and maths. In some cases, 
it may be possible to complete the apprenticeship with a lower 
level of Functional Skills, depending on the existing skills level of 
the individual apprentice. 

Some apprentices will already have a Level 2 in English and 
maths, in which case we will not need to deliver this part of the 
programme.  We will carry out an on-line assessment of your 
apprentice’s maths and English skills prior to the 
commencement of their apprenticeship.   

Where an apprentices has a maths and English need we will 
support them fully in obtaining these skills.  We will deliver regular 
classroom-based sessions to improve their knowledge and our 
Skills Tutors will embed new maths and English skills into each 
session they deliver.  We also have a dedicated Functional Skills 
team who can provide one-to-one support for any apprentice 
who has significant challenges in obtaining the necessary level 
of Functional Skills. 

Some apprentices may other barriers to achieving their 
programme.  We will identify and diagnose any such issues at 
the start of the programme and throughout their learning with 
Woodspeen. We will provide the individual support required to 
help your apprentice succeed.  

 
 
 

 

 

 
  



Traineeship 
Many young learners will begin their journey with us on a 
Traineeship programme.  This is an 8-week programme that 
prepares the young person for their apprenticeship, ensuring 
they have the employment skills and behaviours prior to 
commencing the apprenticeship.   

A traineeship allows the employer to work with a young person 
for a couple of months to ensure they are “apprenticeship 
ready” and have the necessary commitment, attitude and 
motivation to embark on a significant training programme. From 
the young person’s perspective it is an opportunity to learn 
about with the job role and what it entails, while getting to know 
the employer and work colleagues to ensure they will be happy 
and prosper in the environment. 

During the traineeship we will support the young person with 
their employment skills, such as working as part of a team, 
communication etc. and also begin their Functional Skills.  The 
remainder of the time they will spend with you as a work 
placement, getting experience of the job role and the business. 

As a trainee, the young person is not an employee of the 
business.  We do however encourage employers to pay a 
training allowance to cover the day to day costs of the trainee. 
Most employers pay a training allowance roughly equivalent to 
the apprenticeship minimum wage. 

At the successful completion of the Traineeship the young 
person can be progressed to the Apprenticeship.  



Employment Terms and Conditions 
 

If the apprentice is an existing employee who is undertaking an 
upskill programme then their salary, terms and conditions should 
remain unchanged.   

For a new, younger apprentice, the government publish 
minimum apprenticeship wage guidelines depending on the 
age of the apprentice and the year of study.  Details of the 
minimum apprenticeship wage can be found at  

 
https://www.gov.uk/national-minimum-wage-rates. 

 

The minimum wage is a statutory requirement; however we 
encourage employers to pay more than the minimum. Paying 
more will ensure that you initially recruit and retain apprentices 
and they feel valued and motivated once on programme. 

 

 



Government Funding and Incentives 
 
 

Apprenticeships are a high priority for Government to upskill the 
UK workforce. They provide a number of incentives for 
employers to take on an apprentice.   

- The Government recognises that there are extra costs 
supporting younger learners (16-18 year olds) and 
provides an incentive of £1,000 per learner if you 
recruit a young person (paid in two instalments after 3 
months and 12 months). For non-Levy paying 
employers (with a payroll of less than £3M p.a.) with 
more than 50 staff the Government will fund 95% of 
the apprenticeship training costs. 

- For Levy paying employers (with a payroll of less than 
£3M p.a.) the Government will pay 95% of any 
apprenticeship training costs once the Levy funding 
in your digital account has been spent. 

- Some local authorities provide additional incentives 
for recruiting apprentices of certain ages and in 
certain subjects, we will inform you if you qualify for 
any of these additional incentives. 

The cost and funding for the apprenticeship will be discussed in 
full with you before the start of the programme. This will include 
all aspects of the apprenticeship including awarding body and 
End Point Assessment fees, so there will be no extra ‘hidden’ 
costs. 

If an apprentice leaves their apprenticeship programme, 
training is funded up to their last day of learning, including any 
Employer contribution.  There will be no requirement to repay 
any funding. It is not legal to charge employees any costs  
incurred for incomplete apprentice training.



A Successful Partnership 
 

An apprenticeship is a three-way partnership between the 
apprentice, employer and the training provider. An 
apprenticeship will not be successful unless the Employer is fully 
committed and involved in the programme. Because an 
apprenticeship is not just about knowledge, but also about 
demonstrating the implementation of new skills in the workplace 
and learning new behaviours, the employer must contribute by 
enabling these skills and behaviours to be demonstrated. 

A high-quality apprenticeship will be a bespoke programme; 
designed not only to embed new skills, but also to deliver the 
skills and competencies that employers need in their workplace.  
We will work with you to ensure that the learning is tailored to 
deliver real benefits to your business, improving productivity and 
efficiency. 

An apprenticeship is a lengthy process, depending on the 
vocational subject and level it will take a minimum of 12 months 
and up to 36 months to complete. We will maintain regular 
contact with you and your apprentice to ensure they are 
progressing; but as their employer, you will spend more time with 
your apprentice than we will, so we hope that you will work with 
us to support their progress and inspire them to achieve. We will 
formally review progress at least every 12 weeks, and we expect 
the employer to be part of this review process to make sure our 
three way partnership provides the best opportunity for success. 

 
 
 
 
 
 
 

 



Promoting a Safe and Healthy 
Environment 

 

Apprenticeships are government funded and it is imperative that 
together we ensure: 

- A safe and healthy working environment 

- Equality of opportunity 

- Safeguarding of vulnerable groups 

The employer has a duty of care to the safety and well-being for 
their apprentice and they should bear in mind that this may be 
their first employment. 

As training provider, we will review your Health and Safety policy 
to confirm it provides for a safe and healthy environment in the 
workplace and covers, for example, the following areas: 

- Risk assessments of all areas especially those in which 
the apprentice is working are assessed. Separate 
individual risk assessment is required of all 16-18-year-
old apprentices. 

- Fire drills and procedures are carried out 

- Training and advice to lifting, carrying, hazardous 
materials and substances is provided 

- Use of equipment and machinery 

- Appropriate use of equipment including IT and 
computers 

- A non-abusive or bullying environment 

- Public and employer liability insurance exists



Equality of Opportunity 
 

 Employers are expected to promote and implement their equality of 
opportunity policy to ensure that in practice the apprentices who are 
your employees will thrive in an environment where any necessary 
support and guidance is openly provided. 
 
Woodspeen Training is committed to equality of opportunity for staff, 
learners, employers, members of the public and community groups on 
all sites, and all others who come into contact with Woodspeen Training 
representatives. 
 
Our commitment to equal opportunities means that Woodspeen 
Training will take action to ensure that all these groups are entitled to 
equality of opportunity regardless of age, disability, sex, gender 
reassignment, race, religion/religious beliefs, sexual orientation, class, 
marital/civil partnership status, pregnancy and maternity or 
employment. 
 
People should have equal provision and access to education, related 
services, training and advancement. 
 
Woodspeen Training endeavours to ensure that all those who 
participate in the training both understand and abide by the general 
standards of good equal opportunities practices and have a healthy 
respect for individuals’ rights and beliefs. 
 
Woodspeen Training makes it the responsibility of all individuals included 
in training and associated services to fully support and abide by the 
terms and spirit of this statement. 

 
 
 

 



Safeguarding of Vulnerable Groups 
 

Woodspeen Training is fully committed to creating and maintaining a 
safe and positive environment. Both training provider and employer have 
a responsibility to protect vulnerable adults or young people by providing 
a safe and healthy environment, fulfilling our obligations to equality of 
opportunity and reporting any suspected exploitation of vulnerabilities 
directly to designated channels and the appropriate authorities. 
 
Employers will be vetted as to their safe-guarding vulnerable adults and 
young people but if you need advice about this then please talk to us – 
we are here to help you. 
 
In respect of safeguarding individuals from radicalisation and preventing 
extremist actions, Woodspeen Training will adhere to the PREVENT 
Strategy. This is in place to support individuals who may have been 
groomed and to prevent them from becoming further radicalised and 
stop them from entering the criminal justice system. 
 
All concerns are passed through the members of staff who are trained as 
‘Designated Safeguarding Officers’ in compliance with the ‘sharing of 
information’ guidance. 
 
Our Safeguarding Officers are: 
 
Samantha Wilson 
Tel: 07931 719351 
Email: sam.wilson@woodspeentraining.co.uk 
 
Claire Baxendale 
Tel: 07931 719351 
Email: claire.baxendale@woodspeentraining.co.uk 
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About Woodspeen 
We are an independent training provider and have been delivering 
apprenticeships and other work based programmes for over 20 years.  

A personal, passionate and professional approach is our ethos and all 
our staff share in that ethos. We have a long and established track 
record of delivering educational programmes and this ensures that 
we can support you and your employees through the 
apprenticeship. Above all, we recognise that we succeed only when 
you succeed. 

Our team of skills tutors will design and develop a programme that fits 
with your needs as an employer and also reflects your employee’s 
learning strengths. In summary, we will tailor a learning programme to 
your requirements. 

Apprenticeships and other programmes offered through Woodspeen 

Woodspeen offers intermediate and advanced level apprenticeships 
in the following vocational areas: 

Business and Administration 
Childcare – Children and Young People’s Workforce 
Customer Service 
Hairdressing 
Barbering 
IT Application Specialist 
IT Software, Web and Telecoms Professionals 
IT Infrastructure 
Warehousing and Storage 
Health and Social Care 
Team Leading and Management 
Support Teaching and Learning 
Teaching Assistant
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