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HEART OF
WORCESTERSHIRE COLLEGE

Heart of Worcestershire College is the
largest further education college in
Worcestershire County offering a wide
range of vocational and technical courses
in specialist subject areas alongside a
vast array of apprenticeships and higher
education courses.

From courses for school leavers to
affordable higher education and
professional qualifications, we pride
ourselves on delivering job related
qualifications in high quality environments
to enable our students to achieve a positive
and bright future.

Across our campuses we have exceptional
facilities including commercial hair and
beauty salons, modern engineering &
construction centres, state-of-the-art IT
suites and spacious working kitchens.
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WHY CHOOSE HEART OF
WORCESTERSHIRE COLLEGE?

Our dedicated Apprenticeship Team at Heart of
Worcestershire College will work hard to help you
source the best apprentice for your business by
understanding your business needs and providing
enthusiastic and motivated candidates. We take
great pride in our Apprenticeship programme and
will provide the training and support necessary

to enable your apprentice to become an asset to
your company.

By choosing to work with us, we can help add value
to your business and provide you with:

A dedicated, professional team of staff and
industry-led Trainers.

A wealth of experience providing the successful
delivery of a wide range of Apprenticeships,
validated by our proven track record.

Excellent levels of advice, support and guidance for
both you and your apprentice.

A bank of talented, motivated and enthusiastic
candidates wishing to both gain qualifications and
employment.

Continued support and updates of any important
changes to the National Apprenticeship
Programme.

Proactive efforts to ensure that the best and
most up to date Apprenticeships are available
for your business.
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WHAT IS AN APPRENTICESHIP?

An apprenticeship is a job with training that enables individuals
to gain qualifications and essential skills whilst working. It is a
fantastic option for those seeking to bridge the gap between
full time education and the world of employment.

It is essentially a ‘real job’ with training and will see an
apprentice work alongside experienced staff in the workplace
to gain hands-on experience and the skills needed for their
chosen career.

Although the minimum duration of any apprenticeship is 30
hours per week, a certain amount of this must include ‘off

the job training’ (OTJT) which can be defined as learning
undertaken outside of the normal day to day working
environment but within working hours. This is designed to give
apprentices the relevant Skills, Knowledge and Behaviours to
complement their practical experience and help them work
towards their apprenticeship standard requirements, fully
preparing them for End Point Assessment (EPA) alongside
any nationally recognised qualifications embedded within the
offer. Apprenticeships will normally last anywhere between 12-
36 months but higher level or technical apprenticeships could
take longer.

Apprenticeships are currently available at four levels with
many offering the opportunity for progression at How College:

Level 2 - Intermediate Level Apprenticeships
Level 3 - Advanced Level Apprenticeships

Level 4 - Higher Apprenticeships
(equivalent to a Foundation Degree)

Level 5 - Higher Apprenticeships

If required, an apprentice may also be given the opportunity to
study Functional Skills in English, Maths and ICT alongside their
Apprenticeship.
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Heart of Worcestershire College offers
apprenticeships in the following areas:

® Accountancy
- AAT L2, L3 and L4

Motor Vehicle and Maintenance

Technician (light vehicle)
© Business Administrator
@ Early Years Practitioner
® Early Years Educator
® Construction

- Bricklayer
- Carpentry and Joinery

@ Customer Service Practitioner
(Sales option available)

@ Customer Service Specialist
(Sales option available)

® Digital Marketer
O Engineering Operative
® Engineering Technician
Lean Manufacturing Operative

Hair Professional
Hospitality - Chef
- Chef de Partie
- Commis Chef
© Hospitality - Team
- Team Member
- Supervisor
@ Human Resources (CIPD)
- Consultant/Partner
- Support
- Senior People Professional
® IT Solutions Technician

o Operations/Departmental Manager
(ILM Certificate)

© Team Leader/Supervisor
(ILM Certificate)

® Teaching Assistant

Training consultant responsible for the above sectors:
@ Sue Portsmouth @ Lindsay Prodger

Erica Swingell @ All Training Consultants




01905 743435 solutions@howcollege.ac.uk




\ [/ N7 \ / V '\ [/ V
VAN mA\VA mA A VAN ANYA




VAN ANMYA m u A/ \ u VA\V

g

-,-l'_




AYAUANIANTAIANTAZAN
LA\ w A\ v ANy /A\ vy [Ny /A\y /ANy /Ay /i

HOW DO | ENROL
AN APPRENTICE?

Enrolling an apprentice

Initial contact with one of our Training Consultants
who will continue to look after you and your needs.

Completion of a Range of Work Sheet to ensure your
Apprentice will be exposed to all the competencies
required to achieve the qualification.

Register on the Digital Apprenticeship Service.

Ensure you give HoOW College permissions to access
your account.

Completion and return of the ‘Vacancy Pro-forma’.
This will enable us to learn exactly what you're looking
for and ensure we match the right candidates to the
right Apprenticeship.

We will offer you potential apprentices, screened and
selected, for your vacancy and consideration (at this
stage, you may wish to begin interviewing candidates
with a view to making a job offer). If you have found
your own Apprentice, we will need their details so we
can undertake the necessary assessments with them.

Signing of the Employer Agreement and Health &
Safety form (issued by HoW College) by the employer
before an apprentice starts.

Once you have interviewed and selected a suitable
candidate and your offer is accepted, we will arrange
a sign up meeting to complete additional documents
and enrol the learner onto the Apprenticeship
programme.

Apprentice enrolled and on their exciting
Apprenticeship journey with you!
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ROLE OF THE LEARNING AND SKILLS
DEVELOPMENT OFFICER (LSDO) IN
APPRENTICESHIP DELIVERY

The role of the LSDO is to support the apprentice to have a
positive learning experience throughout their apprenticeship;

to develop knowledge, skills and behaviours pertaining to the
apprenticeship standard and to successfully complete their End
Point Assessment. Support occurs in a variety of ways, including:

Individual Learning Plan

Once the apprentice has been enrolled on to their
apprenticeship, their LSDO will arrange a Planning Meeting

with you and your apprentice to tailor and agree an Individual
Learning Plan for their apprenticeship journey. This will take into
consideration their starting points against the Skills, Knowledge
and Behaviours for their apprenticeship Standard as well as

any prior learning that exists related to their job role, as well as
any Functional Skills requirements that they might have. This
will be an opportunity for you and your apprentice to tailor the
apprenticeship journey to suit both your apprentice’s needs and
those of your organisation.

Having planned the training programme we will work together

to deliver the training required to develop their skills and help
them achieve their full potential. Much of the training will take
place within the workplace itself. The more learning opportunities
that you can provide, the greater range of skills they are likely to
acquire which will be of benefit to your company. You may also
wish to consider giving your apprentice projects to undertake or
invite them to attend formal training sessions in the workplace
which will develop their skills and knowledge even further.

10



|

\ /[ \ 7 \ / ‘ ' '\ /[ ‘ ’

VA\HA ANMYA mA A VAN AWMYA
' o

I ¥ = il

— ? v L

N\ /[
VA\VA
<=,



\ [/ N7 \ / V '\ [/ V \ [/
VAN mA\VA mA A VAN AWYA VA\VA

www.instituteforapprenticeships.org/
apprenticeshipstandards/
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01905 725700
StudentAbsenceLine@howcollege.ac.uk
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SEXUAL VIOLENCE
AND SEXUAL HARASSMENT

Abuse should never be tolerated or passed off as “banter”,
“just having a laugh” or “part of growing up”. We recognize the
gendered nature of peer on peer abuse (i.e. that it is more likely
that females will be victims and males perpetrators), and that
some groups are potentially more at risk for example, females,
children/young people with SEND and LGBT children/young
people, but that all peer on peer abuse is unacceptable and will
be taken seriously.

There are different forms peer on peer abuse can take, such as:

Bullying (including cyberbullying);
Sexual violence (such as rape, assault by penetration and sexual
assault);

Sexual harassment, such as sexual remarks, jokes and online
sexual harassment, which may be stand-alone or part of a
broader pattern of abuse;

Physical abuse such as hitting, kicking, shaking, biting, hair
pulling, or otherwise causing physical harm (this may include an
online element which facilitates, threatens and/or encourages
physical abuse)

Sharing of nudes and semi-nudes both consensual and
non-consensual;
Initiation/hazing type violence and rituals;

Up skirting, which typically involves taking a picture under a
person’s clothing without them knowing.

Students should report all incidences of peer-on-peer abuse
to a member of staff at college (including if the incident
happened outside of College or online) or to a member of the
safeguarding team.

Any incidences of peer on peer abuse must be reported to the
Designated Safeguarding Lead at College.
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01905 572599
07799 216454

jbreakwell@howcollege.ac.uk

01527 572525
07967 445749

sfriel@howcollege.ac.uk
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RESPONSIBILITIES RELATING TO
YOUR APPRENTICESHIP JOURNEY

Our Responsibility
Provide help and advice on planning workplace training and learning
activities for the apprentice.

Be aware of the learning activities that are already taking place
within the workplace.

Provide appropriate off-the-job training sessions to support the skills
that the apprentice is developing in the workplace, in order that they
can achieve their qualification and apprenticeship standard.

Keep both apprentice and Line Manager fully engaged in regular
progress reviews of apprentice progress against all aspects of the
apprenticeship.

Employer Responsibility
To help apprentices develop their knowledge, skills and behaviours

by providing a wide range of learning and training opportunities
within the workplace.

Allow apprentices to attend off-the-job training sessions at the
agreed times.

Help apprentices to put into practice what they have learnt during
off-the-job training sessions.

Give apprentices time in the workplace to complete required c
ollege work.

Initiate a meeting with the college if there are any concerns about
any aspect of the training delivery.
Apprentice Responsibility

Attend all on and off-the-job training and appointments made with
the Trainer or provide adequate notice should an appointment need
to be cancelled.

Co-operate with the Trainer in meeting targets set out in the
Individual Learning Plan.

Promptly notify the Trainer should any problems occur which may
hinder progress toward completion of the Individual Learning Plan.
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USEFUL RESOURCES
FOR EMPLOYERS:

Employer guides
www.apprenticeships.gov.uk/employers/
employer-guides

Institute for Apprenticeships

and Technical Education
www.instituteforapprenticeships.org/
raising-the-standard-best-practice-
guidance/

Find an apprenticeship
www.gov.uk/apply-apprenticeship
Recruit an apprentice
www.gov.uk/recruit-apprentice

How to register and use the apprenticeship
service as an employer
www.gov.uk/guidance/manage-
apprenticeship-funds
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