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Welcome to Key Skills 
Sports we have put 

together some 
information  to help 
Apprentices on their 

journey and to make sure 
they have a positive and 

successful learning 
experience with us. 

This handbook will 
take you through  the 
induction process, how 
apprentices will learn, 
the procedures for on 

and off the job 
learning, how our 

tutors and mentors 
will work with you, and 

the    commitments 
apprentices need to 
make to ensure they 

keep their learning on 
track. 
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As an apprentice, you are employed to do a real 
job while studying for a formal 
qualification. By the end of your 
apprenticeship, you'll hopefully have gained the 
skills, knowledge and behaviour needed to 
either succeed in your chosen career or 
progress onto the next apprenticeship level. 

The new apprenticeship training programme is 
suitable for an individual at any point in 
their career, from entry level, all the way up 
to senior management. 

THE TRAINING PROGRAMME   WILL 
INVOLVE 

A challenging and stretching training and 
learning programme developed and delivered 
with the active involvement from your 
employer, which uses a range of effective on 
and 20% off the job training methods as 
well as work itself. 

A motivating and supportive workplace with 
coaching and mentoring support for the 
apprentice and continuous assessment of 
progress. 

A motivating and supportive personal 
assessor who will deliver training and 
guidance which develops not only the 
knowledge and skills and behaviours 
required but also the additional 
transferable skills which allow an 
apprentice to negotiate situations, build 
confidence and problems solving skills. 

OUR MISSION 

To enable you to recognise the power and 
value of training, we are committed to 
investing in you by equipping you with Skills, 
Knowledge and Behaviour to gain 
self-realisation. We call it "Unleashing The 
Potential", a truly empowering strategy to 
help individuals achieve their personal and 
professional goals and organisations to 
achieve growth and become a place where 
their people can flourish. 

INFORMATION, ADVICE 
AND GUIDANCE SERVICE 

Key Skills Sports provides a 
comprehensive, independent and 
impartial information, advice and 
guidance service which is designed 
to help you make an informed 
decision about your future 
options. 

Our service includes 

• Offering advice and guidance 
on learning opportunities, 
career guidance and 
progression as well as the 
skills and qualifications 
needed. 

• Offering enough information 
about training, what it includes 
and the other services we offer 
to support you in making 
informed decisions. 

• Ensuring you are aware of what 
is being asked of you as an 
apprentice, we will explain your 
rights and the finer points of 
the agreements you are entering 
in to with your employer and Key 
Skills Sports. 

• Making sure that learners are 
aware of the government 
funding they are entitled to 
and what this funding means in 
relation to their programme. 

• If we are unable to help with any 
questions or queries, we will 
direct you or refer you to 
external agencies who can offer 
advice. 

What is an apprenticeship? 



 

   

 
As a learner, you can expect us to: 

• Empower you to achieve your study and career goals and to develop independence in your 
decision making 

• Act in your best interest, along with that of your employer and the broader community 
• Act ethically while exercising due care, skill and judgement 
• Ensure that our practices, policies and procedures are designed to be in your best interest 

and offer you the highest of standards of education, training and assessments 
• Ensure that the learning environment is supportive of you and a successful learning journey 
• Treat complaints from learners, employers and the broader community seriously and respond 

to constructive feedback to make sure that we are always improving our services 
• Respecting the cultural, ethnic and religious difference of learners 
• Make sure that we support the individuality of each learner and their needs to make sure that 

they are getting the most out of their programme 
• Registering all learners on an e-portfolio platform as well as e-learning to allow them, 

their manager and their assessor to track progress, achievements and goals. 
WHAT WE EXPECT FROM YOU 
We expect our learners to  adhere to the following: 

• To treat Aspire to Learn staff, your employer and other learners with respect 
• To make sure that all information provided on all documents is accurate and honest. 
• Attend interviews and pre-enrolment visits as requested, or make alternative arrangements if 

you are unable to attend 
• To make sure that you attend all scheduled  teaching sessions and make sure that you have 

completed all tasks by the agreed deadlines. If this is not possible, you must inform your 
assessor as soon as possible, so that alternative arrangements can be made. 

• Making sure you are meeting all of your objectives and learning aims and, where 
possible, finding additional information to support them 

• If any problems arise or you have any concerns, you should contact your assessor 
or Aspire to Learn as soon as possible 

WHAT WE EXPECT FROM YOUR  EMPLOYER 

• Provide a genuine job with a contract of employment long enough for an 
apprentice to complete their programme. 

• Employers must pay an apprentice's wages, and the role must help them gain the 
knowledge, skills and behaviour they need to achieve the apprenticeship with 
support from the employer. 

• Employers must make sure that they have an apprenticeship agreement and a 
commitment statement in place with the apprentice and Key Skills Sports for 
the duration of the programme. 

• Provide support and mentoring to the apprentice 

• Empower their apprentices to achieve their   study and career goals and to develop 
independence in their decision making 

WHAT TO EXPECT FROM A VISIT? 
You will be required to meet with your assessor at on a monthly basis and 
these meetings can comprise of a variety of activities relevant to your 
apprenticeship, including: 
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The Learner Journey 

Initial assessment Sign up & induction 

Training & Assessment 

Individual Education Plan 
(IEP) 

Review & Information & 
Guidance (IAG) 

End point assessment 

Training & assessment 

Achievement 

IAG Progression 

IAG on Potential 
further courses 



 

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

Apprenticeship standards are employer-led, 
meaning that employers can specify what 
they require from an apprentice in each 
specific role. Employer groups developing 
these standards are known as 'trailblazers. 

Apprenticeship standards outline the 
skills, knowledge and behaviours (KSBs) 
required to carry out a certain job role. 
All apprentices must take an independent 
assessment at the end of their training 
to demonstrate the KSBs set out in the 
occupational standard. 

Some apprenticeship standards don't include 
mandatory qualifications, although we do 
deliver qualifications that require to be 
part of the standards. 

FUNCTIONAL SKILLS 

Functional skills are an integral part of 
Apprenticeship Standards. Level 2 English and 
maths will need to be achieved, if not 
already, prior to taking the end point 
assessment. 

ONLINE RESOURCE FOR ENGLISH 
AND MATHS 

• http://www.skillsfirst.co.uk/index.php
?  

• www.bbc.co.uk/skillswise 
• www.skillsworkshop.org 
• www.bbc.co.uk/gcsebitesize 
• www.excellencegateway.org.uk 

 
OFF THE JOB TRAINING 
 
Off the job training is learning is 
undertaken outside of the normal day-to-
day working routine and contributes to the 
achievement of an apprenticeship. It can be 
delivered at the apprentice's normal place 
of work or off-site 
 

 

The Apprenticeship Programme 

 
We will work with an employer to develop 
a bespoke programme for them, we map 
inappropriate off the job training that 
meets the employer's and learner's needs 
while ensuring compliance with the 
guidance. Examples of off the job training 
include: 
 

• Shadowing another member of staff to 
learn a task 

• Completing an online course 

• Learning something new at work 

• Supervisions/appraisals 

• Completing a teaching and learning 
session 
with your tutor 

• Completing unit research 

• Completing any development activities at 
work 

You will be required to log 
your off the job training 
activities on VQ manager; it is 
recommended that you 
complete this every month to 
ensure that your workplace 
is meeting requirements for 
you to develop. 
 



 

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

End Point Assessment 

Training & assessment 

Gateway to end point 
assessment 

end point assessment 

Achievement 

End-Point Assessment is made up of a 
number of assessment elements 
which the apprentice must pass to 
complete the apprenticeship. 

These assessments are designed to 
give the apprentice the opportunity 
to demonstrate all the required 
knowledge, skills and behaviours 
outlined in the Apprenticeship 
Standard. These are the criteria 
required for them to be fully 
competent in their role. 

END POINT ASSESSMENT 
PROCESS 

When the apprentice has 
completed their apprenticeship, 
there will be a short period of 
time where the employer, 
Training Provider and 
apprentice will assess the 
apprentice's progress. The 
employer will then determine 
whether or not the Apprentice is 
ready to take on the End-Point 
Assessment 

Generally, the Gateway stage is 
where all aspects of the 
apprenticeship must be completed. 
These could include: 

• Any on-programme qualifications, including 
Functional Skills 

• Any finalised projects, such as 
portfolios or projects 

• Any other requirements outlined in the 
Apprenticeship Standard 

 



 

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Policies & Procedures 

CODE OF         CONDUCT 

All policies and procedures can be requested through the office. 

HEALTH AND SAFETY 

You are expected to take reasonable care and responsibility for your own health and safety and that 
of others. Do not intentionally or recklessly interfere with anything provided in the interest of 
health and safety. Individuals are also invited to report any unsafe practices, broken or damaged 
equipment and materials and potential health and safety hazards. 

UNACCEPTABLE TREATMENT 

If you feel unhappy about the way you have been treated by a member of staff within your workplace, 
Key skills sports staff members or another learner, please contact Aspire to Learn to discuss your 
concerns. 

YOUR RESPONSIBILITIES 

You are expected to show respect for all staff members, both at your place of work and from Key skills 
sports and all property belonging to your employer and Key Skills Sports and to care for the learning 
environment. It is therefore unacceptable to: 

Refuse to work or cooperate with a member of staff or colleagues within the workplace or make 
things difficult for staff members. 

Abuse any members of staff verbally or physically. 

Behave in a manner to demean or demoralise a colleague or staff member or to act in a way that puts 
other people at risk. 

E-SAFETY 

We are committed to e-safety and raising awareness of how you can be a victim of an 
activity that utilises ICT that in turn endangers your personal safety, mental health or 
the financial wellbeing or that of another individual. Infringements of the policy may 
include: 

Accessing inappropriate content 

Cyber-bullying or harassment 

Fraud or identity theft 

It is important to keep safe, respect others and report any incidents of concern to a 
member of staff. 

GDPR POLICY 

Your personal information must be treated in a certain way to ensure information does not 
get into the wrong hands. Key Skills Sports uses your data in a way that follows the law. 
These provisions are shown in the Data Protection Policy, which can be found on our 
website. 

EQUALITY & DIVERSITY POLICY 

We welcomes all learners regardless of age, race, colour, ethnic origin, religious belief, 
gender, sexuality or disability. If you would like more information on equality and 
diversity, or feel you would like to talk to someone about our Equality & Diversity Policy, 
please contact our office. 

 
 



 

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PREVENT INITIATIVE 

Prevent is a cross-cutting policy led across  government by the Office of Security & Counter 
Terrorism (OSCT) in the Home Office and delivered by a number of departments and agencies 
which all have specific policy interests in the Prevent Strategy. Its aim is to stop 
radicalisation, reduce support for terrorism and violent extremism and discourage people 
from becoming terrorists. 

The Prevent Strategy: 

• Responds to the ideological challenge we face from terrorism and aspects of extremism and 
the threat we face from those who promote these views. 

• Provide practical help to prevent people from being drawn into terrorism and ensure they are given 
appropriate advice and support 

• Works with a wide range of sectors including education, criminal justice, faith, charities, health and online 
organisations where there are risks of radicalisation that we need to work with. 

BRITISH VALUES 

The 'fundamental British values' are important to the UK workforce and social inclusion. It is important that 
you are aware of these British Values and how they underpin your behaviours and beliefs in both the workplace 
and society. 

We are dedicated to serving its  community, through recognising the multi-cultural and multi-faith nature 
of the UK. We understand that we have a duty to educate young people to ensure that groups or individuals 
within an organisation are not intimidated or radicalised by those who wish to unduly or illegally influence 
them. 

By promoting equal opportunities to guarantee that there will be no discrimination towards individuals 
or groups based on any protected characteristics. We are preparing each of you for your future by making sure 
we promote and reinforce the ideals of British values which are: 

• Democracy 
• Rule of Law 
• Individual liberty 
• Mutual respect 
• Tolerance of those of different faiths and beliefs. 

CONFIDENTIALITY AND SECURITY STATEMENT 

Please note that photographs of children and    vulnerable adults are not permitted. 

Where funding is involved, our contractual obligations require us to share information, 
i.e. attendance and progress reviews. The employer and the learner are covered by the Data Protection Act 1998. 
 
SAFEGUARDING POLICY AND STATEMENT 

We are committed to the safeguarding and wellbeing of all of our learners and fully 
recognises its responsibilities for protecting vulnerable groups. Our policy applies to all 
staff, learners, contractors, visitors and volunteers working on behalf of, or in conjunction with 
Key Skills Sports. 

If you would like to find out more about protection issues or you would like to see a copy of 
the company's policy and procedures. If you have any safeguarding concerns, please contact the Lead 
Designated safeguarding officer: Chris Lewington- admin@keyskillssports.com 

BULLYING AND HARASSMENT         POLICY 

We believe that bullying and harassment are unacceptable on moral grounds and against the law. 
Therefore, actions which fall within the scope of bullying or harassment can result in an 
employment tribunal or other civil claims against the company or individuals involved. 

The company does not accept harassment and bullying from anyone; this includes staff   and 
learners. We consider bullying and harassment a serious breach of our Equal Opportunities 
Policy. 

If any learner has a complaint of harassment, they should utilise the learner's complaints 
procedure. Complaints will be treated in the strictest confidence and, investigated promptly and 
thoroughly. 

PLAGIARISM 

At the start of each programme, learners should be advised as to the difference between 
acceptable and unacceptable forms of work. Plagiarism is one of the most serious forms of 
academic theft and should be reflected on before submitting any work for assessment. 
 

 

 



 

   

 
 
 

Cruse Bereavement Care National Helpline https://www.cruse.org.uk/get-help/helpline 0870 167 1677 

Victim Support https://www.victimsupport.org.uk/ 0845 303 0900 

Relate https://www.relate.org.uk/ 0845 130 4010 

National Debt Line https://www.nationaldebtline.org/ 0808 808 4000 

Women’s Aid Helpline 
(Domestic Violence) 

https://www.womensaid.org.uk/ 
information-support/helpline/ 

0808 2000 247 24 

Release Emergency Service https://www.release.org.uk/ 020 7603 8654 

(Drugs related issues)   

Turning Point (Drugs related issues) https://www.turning-point.co.uk/ 020 7702 2300 

Gingerbread (support for lone parents) https://www.gingerbread.org.uk/ 0207 428 5400 

National Council for One Parent Families  0800 018 5026 

Gamblers Anonymous https://www.gamblersanonymous.org.uk/ 08700 50 88 80 

Shelter (Homelessness)  0808 800 4444 

London Lesbian and Gay Switchboard https://switchboard.lgbt/ 020 7837 7324 

Samaritans https://www.samaritans.org/ 08457 90 90 90 

NHS Smoking Helpline https://www.nhs.uk/live-well/quit-smoking/ 
nhs-stop-smoking-services-help-you-quit/ 

0800 169 0169 

Alcoholics Anonymous https://www.alcoholics-anonymous.org.uk/ 0845 769 7555 

Learning Disability Helpline https://www.mencap.org.uk/advice-and-support/ 
earning-disability-helpline 

0808 808 1111 

NSPCC FGM Helpline https://www.nspcc.org.uk/preventing-abuse 
/child-abuse-and-neglect/female-genital-mutilation-fgm/ 

0800 028 3550 

Better Mental Health https://www.mind.org.uk/ 
information-support/helplines/ 

0300 123 3393 

Education Support Partnership https://www.educationsupportpartnership.org.uk/ 08000 562 561 

Family Lives https://www.familylives.org.uk/ 0808 800 2222 

Young Minds https://youngminds.org.uk/find-help/ for-
parents/parents-helpline/ 

0808 802 5544 

Drink Aware https://www.drinkaware.co.uk/ 
alcohol-support-services/ 

020 7766 9900 

The National Rape Crisis Helpline http://www.rasasc.org.uk/helpline/ 0808 802 9999 

Gambling Therapy https://www.gamblingtherapy.org/en/ 
our-problem-gambling-support-helpline 

 

Drugs https://www.talktofrank.com/ 0300 1236600 

Narcotics anonymous http://ukna.org/ 0300 999 1212 

Improving life for families with affected by 
drugs and alcohol 

https://adfam.org.uk/ 020 3817 9410 

Anxiety https://www.nopanic.org.uk/ 0844 967 4848 

Families anonymous http://famanon.org.uk/ 0207 4984 680 

Alcohol Change https://alcoholchange.org.uk/ 020 3907 8480 

The Neuroblastoma Society https://www.neuroblastoma.org.uk/ 020 8940 4353 

MacMillan Cancer Care https://www.macmillan.org.uk/ 0808 808 00 00 

Cruse Bereavement Care https://www.cruse.org.uk/ 0808 808 1677 

The Compassionate Friends http://www.tcf.org.uk/ 0345 123 2304 

Anxiety UK 
(formerly National Phobics Society) 

http://www.anxietyuk.org.uk/ 08444 775 774 

Anxiety Alliance http://www.anxietyalliance.org.uk/ 01277 211300 

 

Useful Contacts 


