
	  
	  
	  

Traineeship	  Staff	  Support	  Programme	  
	  

30	  minute	  webinar	  
	  
	  
	  
	  



Use	  a	  headset	  or	  
built	  in	  microphone	  

Call	  in	  on	  the	  
freephone	  number	  

Computer Telephone 

or 

Listening in 



Using the controls 

•  Raise	  hand	  func9on	  
•  Ask	  a	  ques9on	  



The next 30 minutes… 

We	  will	  cover:	  
	  
•  An	  overview	  of	  the	  Traineeship	  Staff	  Support	  Programme	  (TSSP)	  

•  Details	  of	  how	  to	  access	  the	  resources	  

•  Overview	  of	  a	  sample	  of	  the	  resources	  and	  support	  developed	  

•  What	  you	  need	  to	  do	  next	  



TSSP	  
•  The	  Educa9on	  and	  Training	  

Founda9on	  made	  	  
£715,000	  available	  for	  providers	  to	  
design	  and	  deliver	  innova9ve	  and	  high	  quality	  professional	  
development	  resources	  and	  materials	  for	  the	  sector	  in	  order	  
to	  improve	  outcomes	  &	  increase	  uptake	  of	  traineeship	  
programmes	  for	  learners	  and	  employers.	  	  

	  
•  14	  projects	  were	  commissioned	  for	  development	  	  April	  2014	  –	  

August	  2014	  with	  more	  than	  160	  resources	  created.	  

The linked image cannot be displayed.  The file may have been moved, renamed, or deleted. Verify that the link points to the correct file and 
location.



The	  4	  x	  strands	  
1.  Improving	  quality	  of	  teaching	  with	  a	  focus	  on	  English	  and	  

maths,	  employability	  and	  basic	  occupa9onal	  skills	  

2.  Suppor9ng	  employer	  engagement	  with	  a	  focus	  on	  SMEs	  and	  
new	  sectors	  

3.  Robust	  ini9al	  assessment	  processes	  

4.  Improving	  the	  quality	  of	  provision	  for	  learners	  from	  
protected,	  vulnerable	  and	  excluded	  groups	  



Accessing	  the	  resources	  
www.traineeship-‐staff-‐support.co.uk/	  	  



Resource	  booklet	  

Click	  here	  



KEITS	  Training	  Services	  
TSSP	  1	  

Employer 
Engagement

Toolkit 1 of 3

For use by training provider staff who are  
delivering, or planning to deliver Traineeships

July 2014

Initial Assessment
Tools for  
Traineeships

Toolkit 2 of 3

For use by training provider staff who are  
delivering, or planning to deliver Traineeships

July 2014

Supporting  
Trainees with 
Additional Needs

Toolkit 3 of 3

For use by training provider staff who are  
delivering, or planning to deliver Traineeships

July 2014

ü	  Strand	  2	   ü  Strand	  3	   ü  Strand	  4	  



Strand	  1	  –	  Quality	  of	  Teaching	  

•  PETA	  Ltd	  	  
Associa9on	  of	  Learning	  	  
Providers	  for	  Hampshire	  	  
&	  Isle	  of	  Wight:	  ALPHI	  

•  Employability	  Skills	  	  
Passport	  
This	  resource	  collects,	  collates	  	  
and	  supports	  the	  development	  
of	  employability	  skills	  to	  show	  	  
distance	  travelled	  to	  employers.	  

•  GCSE	  English	  &	  Maths	  
Resources	  
Interac9ve	  resources	  to	  support	  teaching	  
and	  learning.	  



Strand	  1	  –	  Quality	  of	  Teaching	  

BCTG	  	  
•  Films	  

These	  films	  cover	  English	  (16)	  	  
maths	  (18)	  and	  work	  	  
experience	  (3)	  in	  bitesize	  	  
modules	  (1	  –	  5	  minutes)	  

•  Workbooks	  
Interac9ve	  resources	  to	  	  
support	  teaching	  and	  learning.	  



Strand	  2	  –	  Employer	  Engagement	  

St	  Helen’s	  Chamber	  
•  Workbooks	  

1	  x	  Employer	  pack	  
1	  x	  delivery	  support	  materials	  
	  
Builds	  on	  established	  ‘Chamber	  
Assured	  model’	  
	  
Includes	  lots	  of	  useful	  templates	  
to	  use	  with	  learners	  and	  
employers	  



Strand	  2	  –	  Employer	  Engagement	  

WBTC	  
West	  Berkshire	  Training	  Consor9um	  
•  Employer	  Briefing	  Toolkit	  

Audio	  guide	  for	  employers:	  
	  Module	  1:	  Introduc9on	  and	  geeng	  started	  (7.5m)	  	  	  	  	  
	  Module	  2:	  Shared	  expecta9ons	  (11m)	  
	  Module	  3:	  Introduc9on	  to	  coaching	  and	  mentoring	  (11	  m) 	  	  
	  Module	  4:	  Developing	  your	  coaching	  and	  mentoring	  skills	  (18m)	  
	  Module	  5:	  Effec9ve	  monitoring	  and	  review	  (18m)	  
	  Module	  6:	  Moving	  on	  (12.5m)	  

•  Other	  resources	  
Checklists,	  presenta9ons,	  guides,	  templates…	  



Strand	  2	  –	  Employer	  Engagement	  
Section 2  
Engaging employers you already know
There are a number of different techniques that providers could use to introduce the concept of Traineeships 

most successful ideas and approaches developed by providers when contacting employers. 

Start with employers you know
It is always easier to make contact with an employer 
where there is an established relationship that you 
can build on. When considering which employers 
could make good Traineeship partners, speak to 
colleagues about which employers they are working 
with currently and which ones have lapsed and could 
be re-engaged through Traineeships.

Categorise employers into groups based on:

 If they already have an apprentice (and when the   
 apprentice is due to complete)
 If they used to have an apprentice but have   

 lapsed
 If they have never taken an apprentice
 If they have offered work experience

  If they are part of your supply chain

This will then help you to identify ‘warm’ employers 
where you might have a relatively easy start, whereas 
other employers might need a bit more development 
time.

 

Maximise succession planning
Employers with an apprentice coming to the end 
of their Apprenticeship can make really good work 
placement hosts, especially as the apprentice can 
also be involved in mentoring the trainee.

It may also be worth considering employers who 
have past apprentices who have completed their 
programme but may be looking for personal 
development opportunities to demonstrate 
supervisory skills.

You should also consider employers who have 
employees currently undertaking leadership and 

 
 

Employer-facing colleagues 
Help all employer-facing colleagues (assessors, 
sales, business development etc.) to be aware 

running a training session for employer-facing 
colleagues so that they really understand the 

can work positively alongside other programmes 
such as Apprenticeships. 

See Step 5 - Perfecting your sales pitch. 
 

Allow enough time
It can take a few weeks or sometimes months to 
set up a placement with an employer. Always allow 
plenty of extra time for additional meetings, the 
provision of extra information, delays because the 

in the scheme.
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Section 4 
Contacting the employer

business. 

Visit the employer
Traineeships are still relatively new and it can be 
confusing for employers to understand the difference 
between Apprenticeships, Traineeships and more 
traditional work experience. Employers respond 
positively to face to face personal contact where they 
can discuss the opportunity in more detail and gain a 
better understanding of the commitment they would 

for making contact with the employer:
 
 

Organise an employer event
Organising an employer event is a good way to bring 

of Traineeships, to explain the commitment that will 
be involved on their part and to discuss the details of 
the programme. 

employer who is willing to speak to other employers 

they think they are good idea.

See Appendix C – Employer Event checklist
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Contact the employer in advance by  
telephone / email and arrange to meet them  

at a convenient time for them

Be prepared for a lot of follow up on your part, 

discussion via email / in writing, telephone calls

Drop-in visits or cold calling on foot can sometimes 
be successful, but be prepared that the employer 
may not be able to spare the time to speak to you, 

especially if you arrive unannounced

Develop a simple explanation of what Traineeships 
are, how they work, the types of individuals that 

 

Find the right person to speak to e.g.  
the manager or supervisor

Appendix E 
Example Service Level Agreement
 
Name:                
 

The Individual agrees to: The Provider agrees to: The Employer agrees to:

1. Undertake the agreed learning  
 plan by completing all activities 
 and individual targets as   
 agreed through reviews and  
 feedback.
2. Be fully prepared to engage  
 with the programme and 
 participate in all planned   
 activities.
3. Be diligent, punctual and 
 behave responsibly.
4. Take reasonable care of my  
 health & safety and those   
 around me by complying 
 with the health and safety   
 policy/guidance provided.
5. Notify the delivery team if I  
 am unhappy or feel that I am  
 not enjoying the programme.
6. Carry out my work experience  
 placement and training   
 sessions for the period of  
 the Traineeship and on the  
 days agreed with the employer  
 and training provider. 
7. If unwell, to telephone my   
 employer and tutor in plenty of  
 time before I am due to start.
8. I understand that if I fail to   
 attend my work placement or 
 training sessions this may 
 result in removal from the   
 Traineeship programme.

1. Provide ongoing support   
 and guidance throughout the  
 programme to both the   
 individual and employer
2. Complete all required   
 paperwork with the individual  
 including initial assessment.
3. Plan a meaningful and 
 personalised programme 
 of study with the individual 
 that supports their intended  
 progression destination.
4. Review and monitor progress  
 on a regular basis and   
 provide support, assessment  
 and guidance throughout.
5. Complete registrations and  
 paperwork appropriate to the  
 programme of study.
6. Complete all funding body 
 and awarding organisations  
 documentations.

 completed work.
8. Provide impartial Information,  
 Advice and Guidance (IAG) to  
 individuals and employers. 
9. Provide a high-quality 
 experience for both the   
 individual and the employer  
 that supports progression into  
 employment.

1. Provide a high quality, varied 
 and meaningful work 
 placement to develop 
 workplace skills and behaviours 
 of the trainee.
2. Assist in weekly feedback   
 reviews about the trainee’s 
 performance and development.
3. Provide on-the-job training  
 appropriate to the trainee’s  
 individual needs.
4. Ensure the Health & Safety of  
 the trainee in the work place  
 and update them on any new  
 risks or hazards.
5. Report any accidents or   
 incidents involving the trainee  
 to the provider at the   
 earliest opportunity.
6. Provide equality of opportunity  
 in all aspects of their   
 placement.
7. Pay the trainee any travel and  
 lunch expenses agreed.
8. Ensure that the trainee’s   
 agreed rota of work placement  
 hours are maintained.
9. Offer a guaranteed formal 
 interview at the end of the   
 placement.
10. Provide a written reference  
 for the trainee at the end of the  
 programme.

Name:

Signed:

Date:

Name:

Signed:

Date:

Name:

Signed:

Date:
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Appendix H 
Placement planner

Contact details

Organisation name

Main contact name

Address

Telephone / Mobile

Email

Placement details

Start date End date

Duration
(no. of 
weeks)

Name of 
buddy / 
mentor

Working 
pattern

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Start time

Finish time

Total hours
NB: Hours per week should not exceed 30 for those aged 19-23 in receipt of JSA
 
Placement activities and tasks
It is a requirement of the Traineeship programme that regular review and feedback is captured, both informally 
and formally through a structured review involving the employer, provider and trainee.

Review and feedback

Informal review Use this box to outline how informal feedback will be captured e.g. telephone, email, completing the form 
in the trainee work placement diary on a weekly basis etc.

Formal review How many reviews will you plan to hold 
during the work placement?

Review 1

Date:

Time:

Review 2

Date:

Time:

Review 3

Date:

Time:

Review 4

Date:

Time:
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Appendix J 
Development sheet
Use this development sheet as a template to capture the work place skills that the employer wants the trainee 
to develop. We have provided examples of tasks/activities below. 
 

Tasks or activities Has the trainee displayed the ability to do this consistently and to an 
acceptable standard?

Employer signature Date Comments

Meeting the public

Answering the telephone

Learning to use the 
company computer 
software

Finding and printing a 
document

Working with money e.g. 
on a till

Checking stock numbers

Dealing with an accident

customer

Greeting customers

Dealing with customer 
complaints

Working as part of a team

Attending team meetings

Learning quickly how the 
place operates

33

ü	  Guidance	  materials	  

ü	  Flowcharts	  

ü	  Example	  agreements	  

ü	  Templates	  

ü	  Prompt	  sheets	  



Strand	  3	  –	  Ini9al	  Assessment	  

Derby	  City	  Council	  
•  3	  x	  Films	  ‘What’s	  in	  it	  for	  me?’	  
•  Other	  resources	  

Learner	  recruitment	  presenta9on	  
Games,	  ac9vi9es	  and	  videos	  



Strand	  3	  –	  Ini9al	  Assessment	  

In	  Touch	  Care	  
•  Resources	  

Package	  of	  Ini9al	  	  
Assessment	  tools	  
-‐	  Health	  
-‐	  Childcare	  
-‐	  Dental	  



Strand	  3	  –	  Ini9al	  Assessment	  

How to use this toolkit

Activity and tool key 
 
 
 
 
 
 
 

Contents

Career exploration 4

Work-readiness 6

English and Maths 8

Information and Communication Technology (ICT) 10

Learning styles and memory tests 12

Free writing 14

Group activity  16 

Group activity Observers checklist 20

Discussion template 22 
 

  - Title of activity or tool 
   - The website for the tool
  
  - Quick summary of the activity or tool
  
 
  
  - Resources needed for activity (group activity only)

 
 

  - What you get at the end

5 
mins

Time to 
complete 

Ease of 
use

Optimum 
group size

10

Work-readiness 

06

This section includes tools that identify an individual’s readiness for work by looking at their self-development 
needs and positive attributes. These resources have been put together to support providers in the FE sector to 
access free tools. We are not responsible for the content of any of these websites. 

 How good are your leadership skills?
www  
 Find out how good your leadership skills are. Identify where you already lead   
 effectively, and explore where your skills need further development. There are 18   
 questions to complete.

 Short paragraphs on your results.  
 Signposts to further tests and opportunity to sign up to newsletter.

 Self motivation
www  
 Are you motivated to achieve what you really want in life? And how hard do you   
 push yourself to get things done? Completing this short quiz of 12 questions helps  
 you to identify your level of motivation.

 12 questions focussed around an individual’s motivation. Totals up the score so   
 the individual can refer to a grid showing their level of motivation.

 How good is your time management?
www  mindtools.com/pages/article/newHTE_88.htm 

 
 many people, it seems that there’s just never enough time in the day to get   

 Short paragraphs on your results. 
 Signposts to further tests and opportunity to sign up to newsletter.

 

5 
mins

Complete 
in

Easy to 
use

5 
mins

5 
mins

Complete 
in

Complete 
in

Easy to 
use

Easy to 
use

Consider using these free tools as part of your initial assessment process with potential trainees

Free writing

14

A hand written piece of writing by an individual can often tell you a lot about their likely development needs. 
Although screening and diagnostic tests can give you an approximate attainment level and identify certain skills 
that need improving, a complete piece of writing can give you an equally useful insight. 

 Free writing activity
 Decide on the topic
 Introduce the activity to the individual
 Allow plenty of time for the activity to be completed

 Look at what they have written
 Identify strengths and weaknesses
 Give feedback to the individual

Below is an example of a free writing activity that one Traineeship provider used for a 
Hospitality themed Traineeship programme:

Please use the space below to answer ONE of the following questions. Use your creativity and let 
us know as much as you can about the question.

Please write about ONE of the following questions:

1. What is the best meal you have ever eaten and why?

2.  What is your current career aspiration and why? 

3.  Who is your favourite celebrity chef and why?

4.  When have you succeeded working in a team, why was this such an achievement and how  
 did you feel about it? 

45 
mins

Complete 
in

Easy to 
do

Analysing the writing
The following checklist is based on the toolkit 
contained within the ‘Initial Assessment Toolkit for 
key skills and Skills for Life’ published and written 
in 2007

It may be helpful to use the literacy model in the core 

three dimensions to writing:

Text focus – logical sequencing, style, suitability for 
audience, overall meaning

Sentence focus – use of complete sentences, 
correct grammar, punctuation

Word focus – Spelling, appropriate vocabulary
 
 

Free writing analysis checklist
Text focus

 

 Is the language appropriate for the audience?

 Are the overall format and layout right?

 Are ideas in a logical sequence?

 Is the amount of detail or information about right?

 Are paragraphs used?

 Are paragraphs used correctly?

Sentence focus

 Is it written in complete sentences?

 Are any complex sentences used (i.e. are two   
 ideas joined together with a conjunction such as   
 ‘and’ or ‘but’)?

 Do sentences begin with a capital letter and end   
 with a full stop?

 Are verbs in the correct tense?

 Is there subject–verb agreement?

 Are pronouns used correctly?

What punctuation is used:

 comma?

 apostrophe?

 question mark?

 exclamation mark?

 speech marks?

 Is punctuation used correctly?

Word focus

 Are simple words (e.g. phonetic ones such as   
 can, end) spelt correctly? 

 Are common words (e.g. are, go, about) spelt   
 correctly? 

 

 Are double letters used correctly? 

 Are vowel combinations correct?

 Are technical terms or unusual words included? 

 Are technical terms/unusual words spelt    
 correctly?

 Are any words of more than two syllables    
 included? (Note how many.)

 Are words of more than two syllables spelt   
 correctly?

 Is the writing legible?

Group activity 
Observers checklist 

20

Name: Date:

Positive Behaviours Rating scale & evidence Negative Behaviours

High Medium Low

Leadership skills: Championing new and better ways of working

 Constantly seeks a better way of 
 working
 Makes suggestions to streamline  

 process
 Analyses task to identify most  

 things
 Comes up with many creative  

 and practical ideas

 
 the problem
 Offers a limited number / no  

 different approaches or solutions
 Rushes in and does not discuss  

 Produces a limited number of  
 ideas

Evidence:

Leadership skills: Leading and supporting change

 Is open to change and new ideas
 Is willing to try new approaches
 Speaks out when things are not  

 ok
 Actively adapts to meet the needs 

 of the challenge
 Takes a share of responsibility to  

 implement changes
 Copes well with change, even  

 when working under pressure

 Resists change
 Plays it safe by taking a back  

 seat
 Fails to participate
 Unable to adapt to meet the  

 needs of the challenge
 Takes on little/none responsibility  

 within the task
 Struggles to cope well when  

 working under pressure

Evidence:

Communication skills: Working as a team

 Shows awareness of others  
 objectives and takes these into  
 account
 Demonstrates a willingness to  

 take on tasks
 Shows an interest in others and  

 treats them with respect

 Shows no awareness of   
 objectives of others in the team
 Is reluctant to work outside own  

 area of knowledge or share  
 thought process
 Shows no interest is others

Evidence:

ü	  7	  sec9ons	  of	  assessment	  

ü	  Tried	  and	  tested	  free	  resources	  

ü	  What	  to	  look	  for	  in	  free	  wri9ng	  

ü	  Includes	  free	  wri9ng	  

ü	  Includes	  group	  ac9vi9es	  



Strand	  4	  –	  Vulnerable	  learners	  
ü	  Prac9cal	  tools	  

ü	  Give	  staff	  confidence	  

ü	  Prompts	  for	  considera9on	  

ü	  Planning	  and	  funding	  
addi9onal	  support	  

ü	  Checklists	  



Communi9es	  of	  prac9ce	  
Join	  the	  Staff	  Support	  Programme	  Community	  of	  Prac9ce	  

Connect	  with	  colleagues	  who	  are	  delivering,	  are	  willing	  to	  share	  
their	  experiences	  and	  knowledge,	  and	  who	  want	  to	  hear	  about	  
yours	  
Traineeships:	  
www.traineeship-‐staff-‐support.co.uk/cop-‐membership	  
ApprenVceships:	  
www.appren9ceship-‐staff-‐support.co.uk/cop-‐membership	  

The linked image cannot be displayed.  The file may have been moved, renamed, or deleted. Verify that the link points to the correct file and 
location.



Extra	  support	  -‐	  webinar	  
An	  IntroducVon	  to	  MarkeVng	  Traineeships	  to	  Employers	  and	  
Learners	  –	  A	  PracVVoner’s	  Webinar	  	  
How	  the	  Prac99oner’s	  view	  point	  can	  enhance	  the	  marke9ng	  
strategy	  
	  
Date:	  Wednesday,	  6	  May	  2015	  
Time:	  10.30am	  -‐	  11.30am	  
More	  info:	  Click	  here	  

The linked image cannot be displayed.  The file may have been moved, renamed, or deleted. Verify that the link points to the correct file and 
location.



Extra	  support	  -‐	  workshop	  
MarkeVng	  Traineeships	  to	  Employers	  &	  Learners	  –	  A	  Leaders’	  
Workshop	  
How	  to	  market	  Traineeships	  to	  employers	  and	  learners	  and	  to	  
establish	  their	  relevance	  and	  value	  
	  
Date	  One:	  Wednesday,	  13	  May	  2015	  |	  London	  
Date	  Two:	  Wednesday,	  27	  May	  2015	  |	  Birmingham	  
More	  info:	  Click	  here	  
	  

The linked image cannot be displayed.  The file may have been moved, renamed, or deleted. Verify that the link points to the correct file and 
location.



Anna	  Morrison	  
Anna@AMCSuk.com	  
	  

Rebecca	  Diamond	  
Rebecca@KEITS.co.uk	  

The linked image cannot be displayed.  The file may have been moved, renamed, or deleted. Verify that the link points to the correct file and location.

Please	  complete	  the	  short	  survey	  
that	  will	  be	  circulated	  to	  you	  in	  	  
5	  days	  so	  that	  we	  can	  measure	  

usefulness	  and	  impact.	  


