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Welcome to Bedford College Apprenticeships
Thank you for choosing to join Bedford College. We hope you will enjoy your time with us and benefit from the teaching, training and support that you will receive.

The purpose of this handbook is to:

1. Explain your programme

2. Highlight your rights and responsibilities

3. Provide a source of information that you can refer to throughout your training programme.

Bedford College Apprenticeship Team (BCA)
Bedford College Apprenticeship Team is a division of Bedford College and can be contacted at this address:
Bedford College Apprenticeships

Bedford College

Cauldwell Street

Bedford 

MK42 9AH

01234 291000
apprenticeships@bedford.ac.uk
Student Services

Student Services is a specialist team of professional advisors who can offer guidance and support on a wide range of financial, personal and career-related issues and help make your College experience a happy and successful one.  You can contact their helpline on 01234 291934 or email them on studentservices@bedford.ac.uk. 
Student Services are the first point of contact for:

Registering grievances, reporting cases of harassment and bullying and concerns about equal opportunities or feeling safe.
The Student Services team can be found on the mezz floor of the tower block at the main site. They have a help desk open Monday to Thursday 9am to 5pm and Friday 9am to 4:30pm. 
Bedford College Aims and values 

“Delivering world class skills and vocational education to the communities we serve.”

Bedford College aims to be one of the best general further education colleges in the country, offering courses at all levels from entry level to higher education. In particular we wish to be recognised as:

· the leading advocate for learning within the local community with strong and productive links with other partners 

· a nationally recognised centre of excellence in arts and technology education 

· the leading provider of care, leisure and business training in the county 

· the best local sixth form measured by results and value added scores 

· a leading and innovative provider of work-based and community-based learning 

· a provider of expert and individual guidance, advice and other student support services, including first class learning environments 

· a first choice employer, well managed and financially robust. 

Our values reflect the manner in which we set out to achieve our aims. We put the learner at the heart of all we do. Our three core values are: 
Student Focus

We seek to achieve a high quality learning experience for every student.

High Performance

We strive for consistently high levels of performance in all aspects of our work.

Respect, Openness & Honesty

We treat everyone with respect, encourage openness and honesty, and recognise each other’s contributions and achievements.

Your Role as a Bedford College Apprentice
When you embark on an Apprenticeship Programme you need to be aware of and agree to the terms and conditions of your Apprenticeship Agreement, your contract of employment and the Apprentice Service Level Agreement. These documents will be included in your induction pack and explained by your training advisor. A copy of the Apprentice Service Level Agreement can be found at Appendix A.
The Role of Bedford College Apprenticeships Team
Please see the Bedford College Apprenticeship Team Service Level Agreement: 
APPENDIX D       

Induction
You will be given an induction both at College and in the workplace.

An induction is important as it -

· introduces you to your work place, supervisor, and College Lecturers/Assessors
· Ensures that you are aware of the rules and regulations relating to your training programme

· Provides you with information about health and safety

When you have completed your inductions you will be asked to sign your induction form to confirm that you have understood what has been explained to you at your inductions.
Individual Learning Plans (I.L.P)

The results of your initial assessment will form the basis of your I.L.P. Every apprentice has an I.L.P written specifically to their individual needs.
The I.L.P will record your personal details, start and end date of your programme, qualification details, any additional support or training that may be required and proposed progress review dates.

A copy of the I.L.P will be given to you and your employer at the start your apprenticeship for you to sign. If there is anything you do not understand please ask your Training Advisor for assistance. The I.L.P will be a working document. The plan will be referred to and updated (as applicable) following progress review meetings.

If there are any aspects of the plan that you would like explained or you feel that something should be updated, then please speak to your Training Advisor as soon as possible.

Should you leave your apprenticeship without completing the programme, you will be sent a copy of your I.L.P which should be kept safely in case you need to produce it as evidence of training you have received.

Progress Review Meetings

Your Training Advisor will visit you regularly in college and a minimum of 4 times per year in your place of work. The visits to your work will be by appointment with you and your employer and will facilitate discussion and feedback about your progress on the apprenticeship programme. 
Discussions will include College attendance, achievement, and progression and training opportunities at work and at College. The Training Advisor will use this information to co-ordinate your training and learning. A copy of the progress review document will be given to you, your employer and your tutors. 
The progress review discussions will detail achievement and proposed arrangements and targets to be set for the next three months and beyond. This will include short, medium and long-term targets. 
If at any time during your programme you have any concerns or questions, please speak to your Training Advisor as soon as the query arises (and do not wait for an appointment or meeting). Your Training Advisor will have a mobile number which should be used to make or change appointments or discuss your concerns or queries or leave a message to request a call back.
Training

You will need to have developed a range of skills and associated knowledge and understanding if you are to become competent within an identified job role. To this end it is important that you are exposed to a range of learning opportunities. These are numerous and include for example:

· Staff meetings

· Discussions with peers

· Job shadowing

· Peer support

· Training at work

· Training at Bedford College

· Other (external) training opportunities arranged for you by your mentor or the college. This may include, for example, First Aid at Work, Food Handling and Manual Handling etc.

To ensure that you get the most from your apprenticeship, it is important that your training is planned and co-ordinated. For this reason your Training Advisor will check that you and your work supervisor/manager as well as your mentor all understand what targets have been set and support you in ensuring they are achieved.
In addition to building your experience and skill at work, you will be required to attend Bedford College either one day per week or on block release for training and/or assessment. At the beginning of each term you and your supervisor/manager/mentor will receive a list of dates when you will be required to attend training. This early notification will allow for necessary arrangements to be made in the workplace to accommodate College attendance.
For most apprentices College attendance is mandatory. Full and timely attendance will be required in order to maintain progress throughout the programme and facilitate timely completion. Any failure to attend college in a timely manner will be reported to your employer and could result in disciplinary action. If you need to notify the college of an absence you should do so at the earliest opportunity by speaking to your Training Advisor who will let your tutor know that you have made contact and who will ensure you receive details of any work missed. In addition you must notify your employer of an absence from college as each day in college represents a day of work for which you are being paid. 
Training at Work

Your manager/supervisor/mentor will need to ensure that you have every opportunity to achieve and progress towards the anticipated outcomes identified in your I.L.P. 
To enable this to happen your employer will need to:

· offer a range of opportunities to complement the framework of qualifications you are working towards

· allow for the regular assessment of your achievements 

· take part in learner reviews providing feedback on performance and general progress

· provide an induction into each new area of work ensuring that health and safety points are clearly explained

· carry out risk assessments to ensure that you are not placed at risk

Assessment

Assessment is a continuous process which enables us to record progress against targets to achieve the qualifications set out in your I.L.P. 
You will be allocated a named assessor who will guide you through the competency element of your apprenticeship programme. Your assessor will regularly visit you at work to ensure that you are working to the quality standards laid down by the industry and set by the Awarding Body responsible for the qualifications you are undertaking. 
Successful completion of the apprenticeship is reliant on you taking responsibility for your own learning and being proactive in providing your assessor with updates to your competency portfolio. You will also need to notify your assessor when you expect to undertake tasks specified in your unit requirements.  This will enable your assessor to plan visits to ensure your work is assessed in a timely manner and provide you with useful feedback. 
Please write your assessor’s name here.
My assessor is:

	


Contact number: 

	


Equal Opportunities
Bedford College operates an equal opportunities policy that actively seeks to promote equality of access to education and training regardless of race, disability, gender or faith, and pays due regard to the special needs of individuals.

BCA requires that organisations providing training or other services on their behalf actively support and comply with this policy. 

You are also responsible for your own conduct and should ensure that your behaviour does not make any student or member of staff feel uncomfortable or amount to discrimination in any form.

Health & Safety Awareness

It is vital that you learn and work in a healthy and safe environment. Therefore your Training Advisor will carry out a ‘pre-placement’ health & safety check at your place of work before you commence training. 
If the Training Advisor identifies any issues or matters which need addressing,  these will be documented on the Health and Safety action plan, which will be reviewed by the Training Advisor until all required actions have been undertaken by the employer.

Health and Safety checks are carried out on all apprentice work placements at minimum intervals of every 2 years. 
All apprentice employers must provide BCA team with a current copy of their Certificate of Employers Liability Insurance. 

Failure by and employer to comply with health and safety requirements set out as above, may result in an apprentice being notified that it will no longer be possible for them to remain on programme at that place of employment in which case every effort will be made to find alternative employment. 
Your inductions at college and at work will clearly explain your roles and responsibilities with regard to Health and Safety as well as the procedures which you should become familiar with and adhere to at all times.
Reporting Absences, Sickness and Injuries

Once you have started your apprenticeship you will need to be vigilant in terms of maintaining your health and safety and that of those around you. Because most apprentices are unfamiliar with many of the risks associated with places of work and college, extra care needs to be taken to avoid accidents and injuries. For this reason all accidents and injuries at work or college should be reported to your Training Advisor and recorded in your work accident book. This means if you have an accident at work or college, no matter how slight you must tell us so that we can ensure that action is taken to avoid similar or more serious accidents in the future.
Sickness Reporting

If you are unable to work due to illness, you should contact your employer no later than the first day of sickness to inform them that you will not be at work. You should also let your Training Advisor or Bedford College Apprenticeships Administrator know of your absence at the earliest opportunity.

Your employer and training advisor should be kept informed of details of your absence until you are able to return to work. You should provide details of your intention to return to work as soon as you are able.
Wages

The National Minimum Wage (NMW) is a minimum amount per hour that most workers in the UK are entitled to be paid. The rates payable can be found at www.direct.gov.uk/en/Employment/Employees/TheNationalMinimumWage
Your wage should be stated in your of contract of employment. 
Working Arrangements
Details of your employment will be set out in your contract of employment which should be signed and dated by you and your employer. The contract of employment sets out the terms and conditions of your employment including what your employer expects from you and what you can expect in return such as pay, annual leave and training. If there are any aspects of your contract you do not understand you should check the details with your employer or your Training Advisor. Your contract of employment should be kept in a safe place.
Joining the College

We will:

· Produce recruitment and publicity material, which is free from bias and stereotypes and encourages applications from under-represented groups

· Consider your application on the basis of your academic record and your ability to meet the entry requirements as specified in individual course leaflets

· Give you the opportunity on your application form to provide information about your learning needs, so that additional support and/or facilities can be made available

· Ensure that where tests are part of the entry requirement of a particular course, you sit the same test as all other applicants

· Tell you about Equal Opportunities Policy during your induction programme

· Establish links and contacts with local community groups and other relevant organisations

· Ensure that there is adequate access to College buildings and facilities for people with disabilities.

Your Course

We will:

· Reflect the needs of students and the community in the range, content and delivery of courses

· Ensure that teaching, including language used, the way the groups are organised and the opportunities for participation offered, promotes equality of opportunity

· Avoid teaching and learning activities and materials which would imply or reinforce bias or stereotypes

· Use resources (teaching, learning media services and multimedia) which include materials representing the different cultures in Britain today

· Endeavour to provide specialist equipment for students with particular learning needs

· Continue to support courses which widen participation and provide routes to and through education

Your workplace
The college will discuss with your employer, on a regular basis, before and during your placement, the standards we expect from them regarding equal opportunities, race equality and disability issues.

The college will actively monitor compliance with this standard (set out in the employer handbook). Where employers fail to meet the required standard and we cannot resolve outstanding issues the college will terminate your placement and endeavour to make alternative arrangements for the completion of your apprenticeship.
Where there is a lack of awareness of equal opportunities but a willingness by an employer to commit to their promotion, we will seek to provide help and support to that employer.

Support Services and facilities

We will provide a range of support services and facilities that will enable you to participate fully in college life and will seek to make continuous improvements to physical access to all our buildings and make reasonable adjustments to ensure you are not disadvantaged. 

Harassment, Bullying, Victimisation and Discrimination

The College will not tolerate harassment, bullying, victimisation or discrimination and has procedures and support in place for dealing with such incidents.

Raising Concerns

· If you have a concern you may raise it with your Training Advisor/ personal tutor.
· If you believe you have not been treated fairly within the scope of this policy you may also raise the matter with Student Services. They will advise and assist you if you wish to make a complaint through the Student Harassment/Bullying procedure.

This is a summary of the Bedford College Equal Opportunities Policy as it relates to learners. A copy of the full policy for both staff and learners, together with the following leaflets, is available from Student Services on the first floor:

· Disability Statement

· Race Equality Statement

· Dealing with Bullying/Harassment
Student Disciplinary Procedure and Code of Conduct
The Code of Conduct is designed to encourage all students to meet the standards of

behaviour, attendance and work performance expected by Bedford College. Whilst it is not possible, or desirable to lay down an exhaustive set of standards, detailed below are general standards which, if broken, could result in disciplinary action being taken. For full details please see Bedford College Student Disciplinary Procedure.

At Bedford College we are committed to providing a learning environment in which you can give of your best and participate freely in college activities. Therefore, the student disciplinary procedure is designed to:

· ensure procedural fairness

· encourage all students to meet the standards of conduct, attendance and work performance required by the college

· ensure consistent and just treatment for all regardless of their age, ethnic origin, gender, disability, sexual orientation, marital status, religion or belief

· ensure that the facts are established and the matter is investigated fully before disciplinary action is taken

· ensure that students know what is expected of them

· ensure that students are given access to a fair hearing

If any breach of the code of conduct occurs, each case is investigated on its own merits, and decisions normally based on the balance of probability that an incident did or did not take place. 
The disciplinary procedure applies to all individuals enrolled as a student of the college.  You have the right to be accompanied by a parent, person with parental responsibility or friend at all stages of the procedure, as a supporter. It is your responsibility to contact your supporter. The role of the supporter is to provide moral support and ensure you have understood the process and any questions being asked. It is not the role of the supporter to speak on your behalf. The procedure does not allow for legal representation in disciplinary interviews. A summary of the disciplinary process is provided at APPENDIX C of this handbook. Full details of the procedure can be found at: http://moodle.bedford.ac.uk/course/view.php?id=3778  - in section 4

http://moodle.bedford.ac.uk/mod/resource/view.php?id=18557 – pdf document. If you need any further information regarding the disciplinary procedure please contact Student Services. 

Your employer will have a disciplinary procedure relating to your work and should explain this to you at your workplace induction. 

Always notify your training advisor if you become involved in any disciplinary proceedings either at work or in college.
Grievance Procedure
Please see Appendix B which explains the grievance procedure for students and how it works.

  APPENDIX A

SERVICE LEVEL AGREEMENT for APPRENTICES    

Apprentice Name: ______________________________

Company Name: _______________________________

The Apprentice agrees to:-
Attend college as required in a timely manner.

Attend college at student reviews and tutorials with portfolios.

Attend college or training sessions in the right place at the right time. Late attendance 
(15 minutes or more) will result in being sent back to work and disciplined.

To take full advantage of opportunities to develop skills, knowledge and 
understanding of the requirements of the training programme. 
Attend all college sessions appropriately dressed, with all necessary equipment and 
paperwork. 

Notify the employer and Bedford College of any accident, emergency or absence by the 
start of the first day in question.

Notify college tutor and employer of any accident or incident that may occur on college 
premises or at work.

Complete all paperwork and assignments as required within the deadlines set.

Follow at all times the regulations of the employer, taking particular note of your 
responsibility to yourself and others under the Health & Safety at Work Regulations and 
Equal Opportunities and Diversity.

Take note of and comply with Bedford College code of conduct and health and safety 
regulations at all times

Be available and take an active part in discussions, counselling and college tutorials 
relating to your development when requested.

Agree to attend additional training, if required, to meet apprenticeship requirements.

Create a portfolio of evidence for NVQ and where applicable Functional Skills and have 
these available for assessor and Work Based Learning Advisor visits as required.

Advise the employer, Bedford College Apprenticeships team and/or college if there are 
any reasons why continued learning and development are not taking place or if there 
are any other problems.

Ensure holidays are not taken during college terms.

Give at least one months notice of the intention to leave the programme.

Liaise with assessor and/or Work Based Learning Advisor to inform them of additional 
assessment opportunities (giving an appropriate amount of notice for visits).

Take every opportunity available to develop and improve practical skills, functional 
skills and understanding.

Notify Bedford College Apprenticeships Team of any cancellation of work based 
appointments to assess or review your progress

Abide by the terms and conditions of this Service Level Agreement.

I have read and agree to the terms of the Service Level Agreement.

Signed……………………………………………………………… (Apprentice)

Name (Please Print)…………………………………….Date ……………………

Please note: failure to comply with the terms laid down in the Service Level Agreement may result in disciplinary action or the apprenticeship being withdrawn.

APPENDIX B 

Grievance Procedure for Students

Introduction

It is recognised that grievances can arise when a student is unhappy about their personal situation regarding their course, or in their dealings with other students or with staff, and that a speedy resolution of such grievances is in the interests of all concerned.

This procedure aims to bring about the rapid resolution of grievances, without recourse to formal proceedings wherever possible.  It applies to all students of the college.

Nothing in this procedure impinges on the legal rights or obligations of staff and students.

Grievances will be regarded as confidential but you must be aware that individuals concerned will need to be interviewed if the grievance is to be resolved.  

Grievances which are anonymous or based on rumour cannot be investigated.  

The College reserves the right to take disciplinary action against any student whose grievance is found to be based on false allegations.


Equality and diversity statement

Bedford College is committed to the promotion and development of equality and diversity.  We aim to provide a working and learning environment which values individuals equally regardless of age, disability, ethnic origin, gender, sexual orientation, marital status, religious belief or trade union membership.  
This procedure is implemented in accordance with our policies on equality and diversity, disability and race equality, and is subject to an equality and diversity impact assessment.  Decisions/actions taken in relation to a student grievance are not influenced by the student’s background or situation, and each case is dealt with on its own merits.

Every Child Matters 

The College has regard to the general health and well-being of our   
students.  It seeks to follow the principles enshrined in the Government’s 
Every Child Matters agenda, and this procedure is underpinned in particular by the ‘enjoy and achieve’ and ‘stay safe’ outcomes.  
Informal procedure

If you have a grievance, before invoking the formal procedure every effort should be made to resolve the issue informally by raising your concerns with the person(s) involved, with your personal tutor or with a member of staff from Student Services who will help and advise.  If this does not lead to a satisfactory outcome, or if you feel unable to discuss the matter with the person(s) involved, you may opt to invoke the formal grievance procedure.

If the grievance has been resolved informally, no record will be kept on file unless both parties wish to have a note of what has been agreed.

Issues relating to student bullying/harassment must be dealt with in accordance with the anti-bullying policy, and there are a number of ways for you to report incidents of this nature.  Please ask Student Services if you need further advice on this.

Formal procedure


You may proceed from one stage of the procedure to the next only within the time scales detailed in each stage.  If, other than by mutual agreement, the time allowed for any stage has elapsed and no decision has been taken to proceed to the next stage, then the matter is closed.

Stage 1

If the matter has not been resolved informally to your satisfaction, you should arrange to see a member of the Student Services team who will establish with you the nature of your grievance.  The Student Services Advisor will make a written record of the grievance on the Grievance Form (see attached), to be signed by you to confirm that this is an accurate representation.  The form will be passed to the Director of Student Services for action.

Stage 2 

If your grievance is against another student

The Grievance Form will be submitted within 2 working days to the appropriate Executive Director or Assistant Director.  The Director/ Assistant Director will send you a letter of acknowledgement within 5 working days and conduct an investigation.  

Following investigation, written notification of the outcome will be given as soon as possible, normally within 10 working days of the grievance being notified.  The written notification will include reasons for the outcome, your right of appeal and an explanation of the appeal procedure.

If your grievance is against a member of staff

Your grievance will be referred immediately to the Director of Quality who will investigate the matter further.  All subsequent dealings will be with the Quality Department, to whom enquiries should be addressed.

Appeals

If you wish to appeal against the outcome of your grievance you should do so in writing within 10 working days of the decision being notified.  Your letter will explain who to write to.

The outcome of the appeal will be notified to you in writing within a further 5 working days.

It is your right to seek advice from outside the College at any stage of the proceedings.

Monitoring

The conduct of investigations and responses to grievances will be monitored by the Director of Student Services and reported quarterly to the Director of Quality.


Further information

You may also find the following policies helpful: (They are available from Student Services)
Student anti-bullying policy

Equality and diversity policies

Complaints procedure - relates to complaints of a general or practical nature which are not related to their personal situation on their course, for example college facilities

Academic appeals procedure - normally relates to assessment decisions and is conducted in line with awarding body regulations
[image: image2.emf]APPENDIX C
Service Level Agreement – BCA Team

Bedford College Apprenticeships Team will: 

· Work with schools, connexions, colleagues at Bedford College and other partners to promote apprenticeships

· Provide information and support to BC sales team in terms of business engagement and creating apprenticeship vacancies/placements

· Manage apprenticeship enquiries including the NAS online apprenticeship vacancy service 

· Provide information to applicants and explain the application process

· Confirm with the relevant college department details of the proposed Apprenticeship Framework and qualifications to be delivered including ERR, National Vocational Qualification, Key Skills/Functional Skills, Technical Certificate 

· Manage testing and interview of applicants and agree a timetable with course tutors for interviewing and initial assessment of all apprentices 

· Provide college departments with full information regarding each new apprentice, including results of initial assessments and copies of certificates

· Establish working arrangements and suitability of apprentice employers

· Carry out Health and Safety assessments in line with HASP standards and follow up action points

· In conjunction with curriculum based colleagues confirm offers of apprenticeship places to apprentices and employers or provide details of alternative provision

· Confirm with course tutors and assessors the arrangements for NVQ assessing on- and off-the-job and details of the nominated assessor for each apprentice

· Confirm with the course tutor the arrangements for Technical Certificate and Functional Skills delivery including teaching, test preparation, assessment and portfolio development

· Complete and amend as necessary Individual Learning Plans for each apprentice to include on- and off-the-job training provision and meet practical training requirements
· Issue copies of the agreed Individual Learning Plans to the apprentice, employer and tutor

· Carry out apprenticeship inductions for apprentices and employers 

· Conduct formal 6 weekly WBL meetings with Departments to monitor learner progress, report concerns, action plan, agree working arrangements and provide information

· Carry out work based progress reviews every 8 – 10 weeks and provide copies of WB review forms to employers, apprentices, tutors and assessors as well as retain one for the learner file

· Agree a remedial action plan with companies and curriculum based colleagues where performance criteria are not being met
· Ensure that Additional Learning Support is put in place and details of progress recorded where an apprentice on programme is having difficulty or not meeting set targets for progress for reasons other than non compliance

· Agree with college tutors and employers amendments/extensions to Individual Learning Plans as required

· Advise course tutors of any absence notified to Bedford College  Apprenticeships team by either the apprentice or the employer

· Advise employers weekly of any absences from college sessions/tutorials

· Notify departments of apprentice withdrawals within 2 working days of withdrawal and carry  out exit interviews for all early leavers 
· Notify departments immediately of any change of employer/ apprentice details

· Work with the departments and employers to ensure all apprentices have access to Equal Opportunities in all aspects of their programme

· Keep confidential all information regarding the apprentice other than for the purpose of carrying out this agreement. 

· Maintain/manage accurate reporting of WBL data; including recording the enrolment of all Apprenticeship framework components with corresponding start and end dates

· Ensure all achievement evidence is in place before recording successful outcomes

· Claim full framework certificates from Sector Skills Councils

· Where apprentices leave without achievement carry out exit interview and refer to Information Advice and Guidance services

· Provide details of progression routes on completion of current framework

· Provide pastoral support to apprentices

· Provide ongoing support to apprentice employers to ensure successful outcomes

I agree to the terms of the Service Level Agreement

Signed ……………………………….…. (Apprenticeship Advisor, Bedford College Apprenticeships Team)

Name (Please Print)…………………………………………Date…………………
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