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Welcome

Congratulations on starting your 
Apprenticeship and welcome to the 
future.

As you embark on taking the first steps 
to improving your future, you have a 
unique opportunity to gain new skills 
and qualifications and gain practical 
skills from the workplace. 

The Apprenticeship programme is a 
great opportunity to develop relevant 
knowledge and skills that will support 
you in your job role, as well as an 
opportunity to gain a qualification 
within your chosen career.
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Welcome to TTI Apprenticeships. 
We work in partnership with The 
Training Initiative to deliver 
professional Apprenticeship 
qualificiations.

Starting your Apprenticeship
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TTI Apprenticeships - Core Values

Innovative: We offer innovative ways for customers to access flexible learning 
opportunities that protect and respect the importance of tutor/learner interaction. 
We constantly review and adapt performance to be more efficient and cost 
effective. 

Initiative: We utilise our expertise, passion and dynamism to deliver forward 
thinking training that is relevant to today’s workforce. We have the motivation and 
resilience to explore new ideas, take calculated risks and not fear failure. 

Inclusive: We celebrate our differences and proactively educate ourselves about 
others through colleagues and stakeholders. Through marketing in the local 
communities, we aim to promote diversity and inclusion . We also have an active 
approach to understanding the diverseperspectives and experiences within our team 
and customer base. 

Integrity: We place the apprentice at the heart of everything we do. We strive to 
always act with integrity; giving the apprentice accurate and sound advice regarding 
their training needs. To remain professional at all times and to build long term 
relationships with our apprentices and their employers. 
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Funding information 

We are funded by the education and 
skills funding agency (ESFA). The 
information we request is used to 
inform the delivery of the 
Apprenticeship in compliance with the 
legislation requirements of the agency 
but also to allow the government 
agency Ofsted to measure the 
quality of our delivery and for our 
Specialist Tutors to understand your 
training needs

Under the General Data Protection 
Regulation (GDPR), the lawful bases 
we rely on for processing student 
information are:  

Public task for the purposes specified 
in Personal Data, in accordance with 
the legal basis of Public task: 
collecting the data is necessary to 
perform tasks that training providers 
are required to perform as part of 
their statutory function. 

Vital interests to keep you safe 
(allergies, or medical conditions) and 
our duty to inform the Education Skills 
Funding Agency with regards to your 
course and progression data.

TTI Apprenticeships
lawfully bases for 
processing personal data

The legislation we rely on to justify 
the processing of data is: 
Technical and Further Education Act 
2017, Further and Higher education 
Act 1992, Further education and 
Training Act 1992, Further education 
Loans Amendment 2018 and Higher 
Education Act 2004.
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Company Mission

TTI Apprenticeships welcomes you

We are TTI Apprenticeships and our mission is simple. To make 
training your workforce flexible, cost effective and rewarding.

At TTI Apprenticeships our mission is to provide 
qualifications that are designed to enhance workforce 
productivity, improve employee retention, reduce 
expenditure and create new business growth.

Passion 

We are passionate about delivering quality and 
engaging programmes which challenge the way 
Apprenticeships have been designed and 
delivered traditionally.

Our passion allows us to go the extra mile for 
our clients and learners. We are proud to be 
modernising the Apprenticeship industry with 
our dynamic and bespoke approach to 
learning.

Our Company

• When your Employees start an Apprenticeship 
with TTI Apprenticeships we will offer regular  
updates for each employee’s progression   
throughout the course. 

• Our Apprenticeships are delivered by qualified and              
experienced specialist tutors who are committed  
providing the best experience for our learners and  
employers throughout the programme. 

• We will always treat everyone with respect, without any 
prejudice or preconceptions, and we pride ourselves on 
being honest, open and fair.

• Our commitment to equality and diversity means that all 
groups we work with receive the additional support and flexi-
bility they require in order to succeed in the workplace. 

We will always treat everyone with respect, without any prejudice or  
preconceptions, and we pride ourselves on being honest, open and fair. 
Our commitment to equality and diversity means that all groups we work 
with receive the additional support and flexibility they require in order to 
succeed in the workplace.
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Next steps on your pathway to success
 

You can use the skills that you have developed through 
the Apprenticeship scheme, to go progress on to 

advanced and higher Apprenticeships.

Apprenticeships are constantly evolving and this 
has brought the introduction of degree level  
Apprenticeships.

This handbook has lots of useful 
information that will help you to get the most 
out of your Apprenticeship, however if you 
need help with any aspect of your course or 
other things that are happening in your life, 
your Specialist Tutor is your first point of 
contact. 

Once you start your training, your 
Specialist Tutor will take you through a full 

induction which will help guide you through 
your training and the contents of your 

qualifications. It is our aim to help and advise you 
throughout your Apprenticeship. 

We would like to take this 
opportunity to wish you every 

success with your training.



Employers Commitment to Your Apprenticeship 

Upon the start of your Apprenticeship, your employer has made a commitment to support 
you. As part of this commitment, the employer will sign a commitment statement, which 
reinforces the main areas of commitment which are:

• Provide appropriate supervision and support. Ensure there is a time allowance, resources  
and the opportunity for the Apprentice to develop new skills and successfully complete   
the Apprenticeship.

Enable the Apprentice to spend a minimum of 20% of their contracted hours of 
employment, on off-the-job training towards the Apprenticeship Standard including 
but not exclusive:

• Teaching of theory, e.g. lectures, attendance at the training providers premises or online  
learning.

• Practical training, e.g. shadowing, mentoring, industry visits.

• Learning support and time spent writing assessments/assignments.

• Assign a workplace mentor to enable coaching from within the business.

• Commit to providing the Apprentice appropriate projects and tasks to facilitate the successful    
completion of the Apprenticeship.

• To build a bespoke delivery plan with TTI.

• Ensure the Apprentice is involved in active learning or competence workplace practice and 
provide evidence of achievements.

• Allow reasonable access to a Specialist Tutor from TTI to the Apprentice to undertake work in 
teaching and training.

• Progress Reviews with the Apprentice and TTI Specialist Tutor.

• Provide the Apprentice with appropriate Personal Protective Equipment (PPE) and/or Clothing 
(PPC) free of charge.

• Comply with all existing and future Health and Safety legislation, carry out Risk Assessments 
as required, and ensure the Apprentice has received a Health and Safety Induction, on-going 
training, instruction and information.

• Advise TTI of any Apprentice accidents, near misses or work-related ill-health. Firstly by  
telephone within 24 hours and then complete an Incident Form and notify the local Enforcing 
Authority of any RIDDOR 1995 reportable accidents or incidents.

• Comply with all Government Acts and Statutes relevant to this employment including:               
Safeguarding Act 2006; Equality Act 2010 and Counter-Terrorism Act 2015.

TTI Apprenticeships |  Page 8 
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Your Commitment to the Apprenticeship

In order to successfully pass your Apprenticeship programme, it is imperative that 
you are fully committed to the programme. We have an excellent team who are 
here to support, guide, mentor and teach you in order to support your success 
within your programme; however, this requires your full commitment to your 
studies.

As part of the enrolment paperwork, you will have signed the Apprenticeship 
agreement which details some of the core commitments that are asked of you 
during your programme to support your journey and success. 

These are:

• Complete all study, work, projects, assignments within the agreed timeframe.

• Attend off the job theory and practical training sessions as required for the  
Apprenticeship Standard and /or English and/or maths qualifications if  
necessary.

• Meet with the TTI Specialist Tutor as planned and agreed.

• Actively participate in Progress Reviews with the Employer and TTI.

• Ask the Employer and/or TTI Specialist Tutor for further help or support if  
necessary.

• You are completing an Apprentice Standard. You will need to prepare for and sit 
the End Point Assessment.

• Adhere to all relevant TTI Policies including, but not limited to, Safeguarding 
Policy; Equality and Diversity Policy, Bullying and Harassment Policy and Health 
and Safety Policy.

• If you have any queries or complaints regarding the Apprenticeship raise these 
through the TTI Apprenticeship website. 
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Our Commitment to You

As your training provider, we are here to support your development within both 
the job role you are in for the purposes of the Apprenticeship and the successful  
completion of the Apprenticeship qualification and any supporting qualifications 
which may be included in your Apprenticeship programme.

Our commitment to you is:

• Deliver relevant and engaging training to enable you to successfully complete 
the Apprenticeship standard and End Point Assessment.

• Work with you and your employer to ensure you are given appropriate off the job 
training activities including work shadowing and mentoring.

• Carry out regular visits with you as agreed with you and your employer to carry 
out training, mentoring and support.

• Carry out Progress Reviews every 8-12 weeks and ensure you understand what 
has been achieved to date and the requirements for the next period.

 
• Help to resolve any issues or concerns you may have during your programme.

Find an Apprenticeship vacancy 

View our vacancies online, look for advertisements in local paper, or contact local 
employers.
 
Your first steps

We will support your pathway to success. We offer impartial advice and guidance 
and work to find the right Apprenticeship with the right employer.
 
Start your Apprenticeship

When you start work we allocate you a specialist Tutor to support you through your 
Apprenticeship journey and through to end point assessment.
 
Steps to success

We will prepare you for interview and if you are offered the Apprenticeship we work 
with your employer to agree a trial period and finalise your Apprenticeship pathway.
 
Next steps 

When you’ve completed your journey, we are on hand to help you decide what your 
next steps can be. Ambition is the next step to success but action is second step.
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Your Training

Your Apprenticeship will comprise 
of a variety of different types of 
teaching, training and support, 
in order to furnish you with the 
relevant skills, knowledge and 
behaviours you require in order 
to progress in both your role and 
programme.

The exact delivery plan for how we 
are going to support you will have 
been discussed and agreed with 
your employer in order to ensure 
maximum return through your 
Apprenticeship, while balancing the 
demands you have within your job 
role. 

The delivery plan may include some 
one to one teaching, classroom / 
group teaching or distance / 
blended learning; you will be 
provided specific details of how the 
theory will be delivered from your 
Specialist Tutor.

The development of your skills, 
competencies, attitudes and 
behaviours will be tailored around 
the exact Apprenticeship you are 
undertaking. The Apprenticeship is 
essentially a wrap around, to 
support your development and 
progression within your role. 

This element of the Apprenticeship 
is delivered / supported in 
conjunction with your employer, so 
you get maximum benefit from the 
expertise our tutors have to offer as 
well as the expertise from your 
colleagues, supervisors and 
managers within your workplace.

Attendance of any agreed dates is 
essential in order to ensure we are able 
to effectively support you in your 
qualifications; therefore, it is imperative 
that you ensure you are available on all 
agreed dates and times. 

In order to achieve the qualification, you 
must demonstrate a minimum time of 
20% off-job hours, these will have been 
calculated prior to you commencing 
your programme, therefore non
-attendance of agreed contact or 
delivery directly affects your ability to 
succeed within your qualification. 
Subject to your chosen Apprenticeship 
pathway, there may be additional 
professional qualifications which will 
require the completion of assignments 
or examintions.



Functional Skills - English and Maths

Where you do not currently hold a grade A-C GCSE, or Level 2 Functional Skill in 
Maths and English, these subjects will form part of your Apprenticeship as a functional 
skill Level 2 qualification.

You will be provided with training, support and resources in these subjects, as well as 
having a dedicated online learning platform which will support you with preparation 
towards your functional skills examinations within elements of your Apprenticeship.

Fairness in Delivery

We believe it is important that all learners are treated fairly and provided equal 
opportunity to succeed. To achieve this, your Specialist Tutor will be following 
guidelines recommended by the awarding bodies we work with. 

Fairness is defined as: 

• The Specialist Tutor has not asked the learner to do things which are not required 
by the qualification standards.

 
• Each learner having covered all the requirements of the qualification. 

• Assessment opportunities not discriminating against individuals or groups of  
learners.

How we achieve this consistency and fairness within the decision making process, our 
Specialist Tutors will:

• Meet regularly with their internal verifier and colleagues to make sure that there is a 
common expectation across the team of what is required from learners. This item 
is a mandatory agenda item due to its level of importance. 

• Receive guidance from their Managers in sharing best practice across TTI to ensure 
freedom from bias.

We fit around you:

Our Specialist Tutors are flexible to fit training around busy working days and shift 
patterns and will always avoid periods of peak demand. Sessions can be re-arranged at 
short notice where required and one-to-one training is arranged for individuals who 
cannot make a group session due to work conflicts.

Our learning materials are high quality and industry specific and they can be 
co-branded with any employer.

TTI Apprenticeships |  Page 12
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Appeals Procedure

All learners have the right to appeal if they 
disagree with an exam outcome or 
assessment decision (as part of the EPA). 
In the event of a dispute the following 
stages should be followed: 

Stage 1: 

The learner should raise their appeal in 
writing to their TTI Specialist Tutor 
clearly stating the points of disagreement 
and highlighting where they believe they 
have met the requirements of the 
criteria. The trainer will meet with the 
learner within 10 working days and go 
through the assessment/examination 
process, clearly explaining how the 
grade/conclusions have been met.  

Stage 2: 

Learners who are not satisfied with the 
outcome of Stage 1 can then appeal in 
writing to the Awarding Body for the 
examination or the AAO for the EPA. At 
this point the Awarding Body’s appeals 
procedure will be followed, and your 
trainer will provide you with details of this 
procedure if needed. It will usually involve 
an investigation by the Awarding Body 
who will then make a final decision and 
the appeal will be deemed to be closed.
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Monitoring and Tracking Your 
Progress

Your progression on the qualifications will 
be assessed via a reflective progress review 
which will take place at specific times 
during your programme of study. 
These reflective reviews will include 
information on your progress to date 
and detail any action plans and 
targets to aid you in your 
achievement of the qualification as 
agreed by you, your employer and 
your tutor.

The reviews not only target your 
academic achievement but your 
personal skills and qualities which 
will be required within your chosen 
the sector.

You will also have your own 
E-Portfolio, which provides you with 
a real time overview of your progress 
against your Apprenticeship at any given 
time. This will allow you to effectively plan 
in conjunction with your Specialist Tutor, 
how you are going to continue progressing 
against the different aims of your 
Apprenticeship.
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How to Pass the End Point Assessment 
(EPA)

In order to pass your Apprenticeship, you will need to 
successfully pass an End Point Assessment. This 
assessment could be made up through a number of stages 
dependent on the Apprenticeship being studied: The end 

point assessment organisation will be agreed with your 
employer and TTI Apprenticeships.

Portfolio: This is a collection of evidence from real 
work projects which have been completed during 
the Apprenticeship.

Project: Learners will undertake a business
-related project, within a controlled 
environment (away from the day to day 
workplace) typically over the period of three 
days.

Employer reference: This is usually 
carried out via a face to face or skype call with 
an assessor from the end point assessment

body.

Learner interview: This is carried out via a face 
to face or skype call with an assessor from the end 

point assessment body, where questioning will be 
carried out around the contents of the portfolio and 

the project in order to verify the learner’s knowledge 
and competence.

The assessor from the end point assessment body will then 
decide whether to award you with Pass, a Merit (where 
specified in the Apprenticeship) or a Distinction.



Plagiarism 

Plagiarism, cheating, collusion and attempting to obtain an unfair academic 
advantage are considered as forms of misconduct and are deemed as unacceptable 
conduct for any learner.

Learners who commit any of these offences will be subject to potential disciplinary 
procedures by either TTI or the EPAO (End Point Awarding Organisation) and worst 
case could result in failure of the Apprenticeship.

Plagiarism is the presentation of someone else’s work, words, images, ideas, opin-
ions or discoveries, whether published or not, as one’s own. Alternatively, it involves 
appropriating the artwork, images or computer-generated work of others, without 
properly acknowledging the source, with or without their permission.

Examples of plagiarism would include:

• Directly copying from written physical, pictorial or written materials, without  
crediting the source.

• Paraphrasing someone else’s work, without crediting the source.

Examples of other forms of academic misconduct are, these examples are not   
exhaustive:

• Getting someone else to produce part or all of the work submitted.

• Colluding with one or more learners to produce a piece of work and submitting it 
individually as one’s own.

• Copying the work of another learner, with or without their permission.

• Knowingly allowing another learner to copy one’s own work.

• Resubmitting one’s own previously graded work without any further engaged 
learning or development of the work.

• Using forbidden notes or books in producing assigned work or tests.

TTI Apprenticeships |  Page 16 
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Complaints Procedure

TTI Apprenticeships is committed to providing a high-quality service, to meet 
and exceed the needs of Employers and Apprentices, while providing high quality 
delivery and support. We welcome comments, suggestions and feedback on the 
service provided to our Employers and Apprentices. This is achieved through 
various methods, including the use of learner forum’s, online surveys and progress 
reviews. 

Any complaint or expression of dissatisfaction, regarding the provision of service 
provided by TTI Apprenticeships is taken seriously. We aim to satisfactorily resolve 
any complaint raised as informally and quickly as possible. If an Employer or 
Apprentice feels we have not provided the expected level of service, support or 
quality of delivery, they should follow the process outlined below:

Stage 1

A formal verbal complaint, giving details of the issue(s), should be raised with the 
Specialist Tutor as appropriate, within two weeks of the event causing the 
complaint. The Specialist Tutor will meet with the Employer/Apprentice within 5 
working days to try to resolve the issue. Notes will be taken of the discussion, 
detailing possible solutions and whether or not the complaint was satisfactorily 
resolved. Both parties will sign this note and a record will be held on file. 

If the complaint is not satisfactorily resolved, it should be escalated to Stage 2. If 
the complaint concerns the Specialist Tutor, the Employer/Apprentice should start 
the process at Stage 2.

Stage 2

The Employer/Apprentice should put the complaint in writing to the appropriate 
Manager within 5 days of the Stage 1 meeting being held.  If the complaint is being 
raised for the first time at this stage it should be raised in writing to the appropriate  
Manager within two weeks of the event causing the complaint. Once the 
Manager receives a written complaint, a written acknowledgement will be sent 
within 2 working days. The Manager, will meet the Employer/Apprentice within 5 
working days, if this is not possible a notification of timescale will be 
communicated within 2 working days. 

Every effort will be made to resolve the complaint at this stage. Notes will be 
taken of the discussion detailing possible solutions and whether or not the 
complaint was satisfactorily resolved. Both Parties will sign this note and a record 
will be held on file. If the complaint is not satisfactorily resolved, it should be 
escalated to Stage 3:
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Stage 3

The Employer/Apprentice should put the complaint in writing to the Quality lead within 5 
days of the Stage 2 meeting being held. Once the quality lead receives a written complaint, 
a written acknowledgement will be sent within 3 working days. The Quality lead, will either 
meet the Employer/Apprentice and the Manager, and/or review the information presented 
by both parties within 10 working days, if this is not possible a notification of timescale will 
be communicated within 3 working days.

Every effort will be made to resolve the complaint at this stage. Notes will be taken of the 
discussion, or the information review, detailing possible solutions and whether or not the 
complaint was satisfactorily resolved. Both Parties will sign this note and a record will be 
held on file.

If the complaint is not satisfactorily resolved, it should be escalated to Stage 4:

Stage 4 

If the complaint has still not been resolved satisfactorily the Employer or Apprentice should 
contact the Apprenticeship Helpline on 0800 0150400 or email:
nationalhelpdesk@Apprenticeships.gov.uk.

mailto:nationalhelpdesk@Apprenticeships.gov.uk.
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Equality and Diversity 
Policy

TTI Apprenticeships operate 
an Equality and Diversity Policy 
throughout the organisation. Our 
commitment is to provide an 
environment free from all forms of 
discrimination especially (but not 
limited to) discrimination on the 
grounds of sex, race, nationality, 
ethnicity or national origin, marital 
status, sexual orientation, age or 
disability.

Equality of Opportunity is not about 
treating everyone in the same way 
but about providing support 
appropriate to learners, employees 
or others associated with TTI 
Apprenticeships to achieve success. 
Equality of opportunity is about 
creating an environment in which 
everyone is given an equal 
opportunity to make a success of 
their lives, whatever their 
background.

The policy is to integrate 
equality of opportunity into all 
aspects of its activity in respect of 
access, achievement and/or 
outcomes. We will meet our legal 
and contractual obligations 
regarding equality of opportunity in 
the context of, but not exclusive of:

• Equality Act 2010 (Amended 2015) 

• Rehabilitation of Offenders Act  

1974

• Special Educational Needs and 

Disability Act 2001

• Human Rights Act 1998

• Working Time Regulations 1998

• Minimum Wage Act 1998

It is TTI policy that supports 
learners and employees to develop 
and reach their full potential. Their 
talents and resources will be fully 
utilised to maximise their 
progression, achievement and 
success.
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Safeguarding 
Policy Statement

TTI Apprenticeships is committed to 
safeguarding all learners engaged on any 
of our programmes. 

The welfare of our learners and 
members of staff is paramount 
regardless of their age, disabilities, learning 
difficulties, gender, race, 
religion and sexual orientation. We 
believe that all learners and members of 
staff have the right to equal protection 
from all types of abuse or harm. 

Our commitment is:

• Ensure safe recruitment of staff, by  
ensuring all staff are checked in line 
with Her Majesty’s Baseline Personnel 
Security Standards (HMGBPSS), which 
will include a 3 year checked work   
history and enhanced Disclosure and 
Barring Service (DBS) check and be  
registered with the update service   
occurring to TTI DBS policy.

• Only recruit or appoint staffs who are 
deemed suitable to work with children 
or vulnerable adults.

• Ensure all staff complete suitable  
training in the safeguarding of vulner-
able adults and children, and undergo 
annual refresher training. 

• Ensure all staff undertake prevent duty 
training; this is to protect learners at 
risk of radicalisation and extremism.  
In addition to undertake regular  
refresher training on Channel -General  
Awareness training.

• Ensure all staff value, listen to and  
respect all learners, clients, employers 
and colleagues.  

• Ensure the respect for privacy and 
confidentiality at all times. 

• Challenging unacceptable   
behaviours and report all allegations 
or suspicions of abuse or harm. 

As part of our continued commitment 
to safeguarding, TTI Apprenticeships 
has a Designated Safeguarding Team. 
This is to ensure that all staff and  
learners alike have a designated  
person, who is able to respond quickly 
and effectively in the instance of any 
possible safeguarding concerns. TTI 
have an email addres to contact in the 
instance of a safeguarding emergency:

safe@thetraininginitiative.co.uk

or call 01827 216171 to request to one 
of the safeguarding team.

Watch Safeguarding video:
Click here.

mailto:safe@thetraininginitiative.co.uk   
https://www.youtube.com/watch?v=CcwdbmDl7x8
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Online Safety

Be careful what you share:

• When you choose a profile picture for a social networking website like 
Facebook or Twitter, avoid photos that could give strangers clues about 
where you live.

• Check your privacy settings regularly.

• Think about what should be shared in public and what shouldn’t.

• Check your location settings – some sites and apps like Snapchat let you 
share your location with other users.

• Learn about how you can take care of your digital footprint.

Don’t meet people you don’t know. Don’t upload or share anything you 
wouldn’t want your parents, teachers or friends seeing. Once you press 
send, it is no longer private. You can’t be sure who will end up seeing it.

Use a complex password

It should be hard for other people to guess your password and it’s a good 
idea to change it regularly.

Watch Online Safety video: Click here.

https://www.youtube.com/watch?v=GCWBf7WKYyA
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Health & Safety Policy

TTI Apprenticeships is committed to providing a safe 
and healthy work environment for its employees, 
customers, visitors and members of the public alike. 
Our company is dedicated to minimising the possibility 
of accidents and work-related injuries. To express that 
commitment we continuously strive to implement 
effective control measures and monitor our industry for 
best practice. All Health and Safety legislation is 
rigorously followed in accordance with the Health and 
Safety at Work Act 1974. 

We also conduct Health and Safety Inspections on 
all prospective workplaces for our learners, 
to ensure that all reasonable Health and 
Safety measures have been taken into account 
and appropriate measures are in place. 

Learners Health and Safety Responsibilities:

• Take reasonable care for their own health 
and safety.

• Ensure they have fully read and understood 
the health and safety policy of their   
employer.

• Consider the safety of others and the  
consequences of their actions.

• Work in accordance with TTI and your   
employers procedures.

• Refrain from intentionally misusing or interfering 
with anything that has been provided for health and 
safety reasons.

• Report any potential risks that are identified to   
management within your company and also your  
TTI Specialist Tutor. 

• Ensure that accidents and near misses are reported to 
a member of management within your company and 
also to TTI Apprenticeships.

• Only undertake activities that have been authorised.
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Accidents and First Aid

In the instance of an accident  
occurring, it is imperative that you 
are aware of who the designated First 
Aider is within your company, were 
the first aid box is kept and the correct 
policy and procedure. 

Your safety is paramount and as part 
of our duty of care, you will be asked 
to verify that you are aware of this 
information and the procedures. Your 
Specialist Tutor will also as part of the 
review process verify that there have 
not been any accidents or near misses 
occur.

British Values  

In 2014, the Government instigated the 
promotion of British Values within all 
forms of education. 

We aim to naturally embed this into 
all of our qualifications and through 
our review process, this is designed to 
promote: 

• Be able to distinguish difference 
between civil and criminal law of 
England.

• Develop acceptance, tolerance  
and  harmony between different  
cultual traditions by enabling   
students to acquire an appreciation 
for and respect for their own and 
other cultures.

• Develop an understanding and              
appreciation of how citizens can            
influence decision making through       
democracy.

• Understand the importance of  
identifying and combating   
discrimination.

• Understand and be able to identify 
the possibility of radicalisation, in 
order to prevent this from   
occurring.

Through to inclusion of British Values 
within our delivery and review process, 
we aim for learners to also link this to 
policies such as Equality and Diversity 
and Safeguarding, in order to ensure 
safe, fair and accepting environments 
of work and learning.

Watch British Values video: Click here.

https://www.youtube.com/watch?v=74YF-GtjooE
https://www.youtube.com/watch?v=74YF-GtjooE 
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Prevent 

What is Prevent?

Prevent is about safeguarding people and 
communities from the threat of terrorism. 
Prevent is 1 of the 4 elements of CONTEST, 
the Government’s counter-terrorism 
strategy.  It aims to stop people becoming 
terrorists or supporting terrorism.

What does prevent do? 

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

• Provides 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 (in-
cluding education, criminal justice, faith, 
charities, online and health) where there 
are risks of radicalisation.

Why Prevent?

In 2015, the Government made it a   
mandatory requirement that all education 
in the UK had a duty under the   
Counter-Terrorism and Security Act to  
embed Prevent into training and delivery 
with a view of achieving the aims listed 
above.

Code of Conduct

The Code of Conduct is designed to  
encourage all learners to meet the  
standards of behaviour, attendance and 
work performance expected by TTI   
Apprenticeships.

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.

At TTI Apprenticeships, we are  
committed to providing a learning  
experience in which you can give of 
your best and participate freely in all  
appropriate learning activities related 
to your Apprenticeship programme. 

Therefore, the student disciplinary 
procedure is designed to:

• Ensure procedural fairness.
• Encourage all learners to meet the        

standards of conduct, attendance and 
work performance required from the                 
Apprenticeship.

• 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. 
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Attendance Policy 

At TTI Apprenticeships, we provide a supportive learning environment which recognizes 
every learners’ rights and responsibilities at all times. In order to achieve this following 
procedure sets out our expectations on attendance, punctuality and retention.

The process for non-attendance is:

First missed visit/ session 

If you do not attend your session, your Trainers will complete a non-attendance form 
and re-book another session within the same month. You are required to re-arrange a 
session for the same month as your funding is based on monthly visits, another missed 
visit could put your funding at risk.

You will be contacted by a member of the management team at TTI to confirm the 
cancellation. This will be classed as your first warning.

We do understand that some circumstances are unavoidable, and TTI will take this 
into account, looking at each cancellation on its own merit, especially if your previous 
attendance is 100%. Your cancellation will be logged onto your learning plan.

Second missed visit/ session 

If you do not attend the second session, your Trainers will complete a “Cause for 
Concern” form and re-book another session within the same week because your funding 
is based on weekly visits. You will be contacted by a member of the management team 
at TTI to confirm the cancellation. You will also be informed that should you miss a third 
meeting the funding WILL be withdrawn. This will be classed as your final warning.

Third missed visit/ session 

If you do not attend this session, you will be contacted by a member of the management 
Team at TTI to confirm the cancellation and advise you that you will be withdrawn from 
your Course. You will be informed that your funding has been withdrawn due to 
non-attendance and your qualification will end.
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Learner Voice

The delivery and training provided by TTI 
Apprenticeships is designed to support the 
learners we are working with to make 
educational, competency and career 
advancements.

In order to achieve our goals, you as a 
learner are at the centre of what we do. As 
such we rely on the feedback from our 
learners, in order to continually improve 
the training, services and support we 
offer.

During your time on programme, 
you will be asked to take part in short 
survey’s, which focus on the 
evaluation and impact of the training 
you have received.

However as part of your Learner 
Voice, we welcome feedback at any 
time through any of the below 
methods:

• Speaking with your Specialist Tutors.

• Speaking with the Manager related to 
your Apprenticeship.

• Participating in Learner Forums.

• Emailing feedback to:                                   
info@ttiApprenticeships.co.uk

mailto:info@ttiapprenticeships.co.uk 


A
p

p
re

n
ti

ce
sh

ip
S

 -
 

Page 27 |  TTI  Apprenticeships

Learner welfare 
Useful Helplines and  Contacts 
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Helpline Phone Number Website

Advice on drugs 0300 123 6600 www.talktofrank.com

Alcohol Advice 0300 123 1110 www.drinkaware.co.uk

Careers advice 0800 100 900 w w w .
nationalcareersservice. 
direct.gov.uk

Childline 0800 1111 www.childline.org.uk

Citizens Advice Bureau See website for
local CAB number

www.citizensadvice.org.
uk

Depression Alliance www.depressionalliance.
org

DIAL (Disability Advice) 0800 800 3333 www.scope.org.uk

Eating Disorders
Association

0345 634 1414 www.b-eat.co.uk

Equality & Human Rights
Commission

0800 800 0082 www.equalityhuman-
rights.com

Get Connected 0808 808 4994 www.getconnected.org.
uk

Gingerbread (Lone
Parents)

0808 802 0925 www.gingerbread.org.uk

Mencap (Learning
disability support

0808 808 1111 www.mencap.org.uk

HMRC (Tax ) 0300 200 3300 www.gov.uk/contact-
hmrc

MIND (Mental Health) 0300 123 3393 www.mind.org.uk

National Bullying Helpline 0845 2255787 www.nationalbullying-
helpline.co.uk

National Centre for
Domestic Violence

0800 970 2070 www.ncdv.org.uk

NHS Direct 111 www.nhsdirect.nhs.uk
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NUS Card

Discounts, for Apprentices! NUS Apprentice extra, the discount 
card for UK Apprentices with loads of discounts in-store and online, 
helping your hard earned cash stretch a little further!

Example Discounts:

 

 

 

SIGN UP TODAY.

CLICK HERE TO VISIT APPRENTICE EXTRA.
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http://www.apprenticeextra.co.uk/buy-now.aspx
https://www.apprenticeextra.co.uk/buy-now.aspx


TTI Useful Contacts

Directors:

Chris Gowlett, Jayne Mannox 

Head Office:

T: 01827 216171                    
E: enquiries@thetraininginitiative.co.uk
 
Apprenticeships Coordinator and Quality Lead: 

Janie Hewitt 

Marketing Manager: 

Jennifer Clay 

Designated Safeguarding Leads: 

Chris Gowlett
Janie Hewitt 

Designated Safeguarding Officer:

Jayne Mannox
E- safe@thetrainingintiative.co.uk

Prevent Lead: 

Janie Hewitt 

EDI Lead:

Jennifer Clay 

For all TTI policies: Click here.
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http://www.ttiApprenticeships.co.uk
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Acknowledgement Receipt

I ______________________________ can confirm I have received a 
Apprentice  handbook as part of the induction process. 

The handbook contains extensive information on: 

• Welcome          
• Mission, Vision and Values        
• Where Apprenticeships can lead       
• Employers commitment to your Apprenticeship    
• Your commitment to your Apprenticeship     
• Our commitment to you        
• Your Training
• End Point Assessment         
• Plagiarism 
• Compliments and Complaints        
• Equality and Diversity        
• Safeguarding         
• Health and Safety         
• British Values         
• Prevent          
• Learner Voice
• Key words in assessment 
• Learner welfare contacts         
• Code of Conduct         
• NUS Card         
• Useful contacts          

 
I understand it is my responsibility to familiarise myself and adhere to 
all the processes and procedures within the handbook. 

Signed: ________________________________________

Date:  _________________________________________

TTI Apprenticeships |  Page 30




