
1 | P a g e   A p r i l  2 0 2 0  

 

  
 

                                                                                    

 

 

 

 

 

        

 

 

Apprenticeship 
Learner Handbook 
 

 

 

Unit 3, Woodlands Business Village, Coronation Road, Basingstoke RG21 4JX 
Tel: Basingstoke (01256) 471161 

Website: www.basingstokeitec.co.uk 

 

http://www.basingstokeitec.co.uk/


2 | P a g e   A p r i l  2 0 2 0  

 

Introduction 

Basingstoke ITEC is a registered charity and a government funded training organisation with 

over 30 years’ experience. 

We think it is important to support the community by providing a solid foundation of 

personal development for the corner stone of everyone’s future career. 

We want learners to recognise their innate characteristics and suitability for their future in 

their chosen career. 

We help employers develop tomorrows workforce today. 

Our vision is for Basingstoke ITEC to be recognised as the Digital and IT training provider 

who can be relied on to provide an outstanding learning experience. 

How will my learning take place? 

Our Apprenticeships are delivered in the workplace, at ITEC training centre or via digital 

platforms and are fully supported by an occupationally experienced and qualified trainer.  

Contact between you and the trainer will normally be every three to four weeks to ensure 

that you are progressing, learning new skills, knowledge and behaviours and staying 

motivated. 

You will be required to attend multiple workshops at ITEC for your qualification, and to 

spend time with the functional skills tutor if applicable. 

How can we support you as an apprentice? 

Basingstoke ITEC is committed to supporting you every step of the way. We will... 

• Develop a bespoke programme based on your needs and your employer’s  

• Have an initial induction to introduce you to ITEC and your apprenticeship 

• Offer pastoral support to you and be on hand to deal with any queries you might 

have 

• Undertake a Health and Safety audit to ensure you are working in a safe 

environment 

Trainer 

Throughout your time with ITEC you will have a designated trainer who will provide you 

with the support and understanding you need to succeed in achieving your industry related 

apprenticeship. Your trainer will make regular visits to the workplace to monitor your 

progress, to ensure you are on target to achieve, discuss what is outstanding and setting 

realistic targets.  Your trainer is always an email away and is available to contact if you have 

any concerns or need assistance, as well as other ITEC staff. 
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Meet the team 

Here are just a few of the friendly faces to look out for at Basingstoke ITEC.  

             

 

 

 

 

 

 

 

 

 

 

 

 

Voice of apprentices 

Having successfully completed one apprenticeship, and now doing another, Kate knows 

what it is like to be in your shoes.  We think it is important that you have someone to go to 

who understands exactly what the apprenticeship journey is like.  

Kate has the role of Basingstoke ITEC’s “Learner Voice Representative” and will regularly 

come into your lessons or get in touch with you, to hear how you are getting on at work and 

in day to day life, and be a friendly point of contact during your time at ITEC.  Kate will listen 

unjudgementally and respectfully to anything you choose to share. Your feedback will 

massively help the organisation to develop and grow, and most importantly, make your 

experience, as well as other apprentices, the best it can be.   

If you ever want to speak to Kate while you are away from the training centre, email 

catherinestaples@basingstokeitec.co.uk   

Jumoke Kiladejo  
IT Trainer 

Katy Jones 

BA, DM & CS  

Trainer 

Hari Patel 

IT Trainer 

Andrea Day 

Functional Skills 

Trainer 

Sharon Bungay 
Quality Lead, 
Safeguarding Officer, 
CS & BA Trainer 

Kate Staples 

Marketing, 

Administration, 

Learner Voice Rep 

Barry Kitcher 

Business 

Development 

Mark Hammond 

General Manager 

Safeguarding Lead 

mailto:catherinestaples@basingstokeitec.co.uk
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Supporting your training 

Planning training 

As an apprentice, it is important that training takes place in the workplace and not just at 

ITEC.  An apprenticeship is extremely beneficial as it gives you the opportunity to learn on 

the job, day to day. 

We work with your employer to show how you will work towards your apprenticeship, what 

will be included and over what period. This way your employer will know what to expect 

you to have learnt and will work with us to develop your capability. 

Workplace mentor 

You will have someone in your team who will act as your mentor or coach within your 

workplace. This will be someone who will spend a large amount of their time alongside you, 

who can see what support and training is required.  

Reviewing progress 

Reviews are an important way of tracking your progress. They are held quarterly in the 

workplace with your trainer and line manager. This review will help us to eliminate any 

barriers which may be holding you back. 

English and Maths Functional Skills 

If you haven’t achieved grades C/4 and above in English, maths and ICT at school, you will 

work with our excellent Functional Skills Tutor, Andrea, to achieve them alongside your 

apprenticeship. 

English and maths are used on a daily basis. It's just as important as the industry related part 

of your apprenticeship, because it’s giving you the skills to function in your role. 

Please note, ICT GCSE is not required if you are doing a qualification in Business 

Administration or Customer Service. 

 

A lot of your Functional Skills practice will take place on the BKSB online system (the same 

website that would have been used to do your initial Maths and English tests at your 

interview).  This will allow you to continue practicing your Maths and English in the 

workplace, at your own pace. 
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Attendance and 20 % off the job training 

You will be required to spend 20% of your contracted hours on off the job activities. Your 

line manager should be able to support this where necessary.  This off the job training is a 

replacement for day release to college and is required for you to pass your qualification.  

You will be required to keep a log of all the off the job training activities you do.  If you are 

unsure how to document this, ITEC can provide you with a diary template.  This will be 

reviewed on a regular basis. 

 

 

Off the job training is defined as training that takes place outside of the normal day to day 

working environment which works towards achieving the apprenticeship standard. This can 

include training that is delivered in the normal workplace but must not be part of your 

normal working duties. 

Here are some ideas for your off the job training:  

✓ Completing assignments, activities and workbooks set by your trainer 

✓ Networking events and conferences 

✓ Workshops at the ITEC training centre or online with your trainer 

✓ Shadowing a colleague and watching them perform their job role 

✓ Going around different departments or visiting other organisations 
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Apprenticeship journey  

 

 

 

What is an end point assessment? 

End Point Assessment (EPA) is the name given for a series of tests to ascertain that you have 
understood and can put into practice what you have learnt. The tests are done after you 
have gone through a series of trainings and development for a period of time and conclude 
your apprenticeship. This time of training is called the 'on programme' period.  
 
Some standard based apprenticeships require apprentices to meet certain requirements 
before doing the EPA. This may include supporting qualifications. The employer will sign off 
that you are ready to do the EPA. This decision process is what is known as 'the gateway’.  
No apprentice can be put forward to Gateway before 1 year and 1 day 
 
The focus of the EPA is for you to fully demonstrate the knowledge, skills and 
behaviours/attitudes set out in the apprenticeship standard and to be able to demonstrate 
this level of professional competence in the workplace. 
 
When will my EPA take place? 

Your apprenticeship will last between 12 months-18 months, depending on your progress 

and learning.  Before you are ready for your End Point Assessment, your trainer and 

employer will need to assess whether you have achieved the knowledge, skills and 

behaviours required for the apprenticeship.  The EPA process can take up to 3 months. 
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Training Centre Rules and Information 

The following rules apply to the Basingstoke ITEC training centre.  By accepting an 
apprenticeship with Basingstoke ITEC as your training provider, you agree to abide by the 
rules.  If you break these rules when you come in to the centre, disciplinary action may be 
taken, which could result in you being dismissed from your apprenticeship. 
 
We look forward to a good working relationship with you during your time with us. 
 
Parking 
There are plenty of spaces outside of our office for you to park in for free.  Parking is at your 
own risk and we do not accept responsibility for loss or damage to your vehicle or it’s 
contents. 
 
Smoking 
It is up to your individual trainer whether they choose to give you breaks.  Smoking is not 
allowed on the premesis and you must leave the car park to do so. 
 
Equipment 
Care should be taken of the equipment within the centre at all times.  Disciplinary action will 
be taken against anyone interfering with ITEC’s property. 
 
Personal Property 
Personal property is your responsibility and we can cannot accept responsibility for loss or 
damage to it. 
 
Behaviour   
Basingstoke ITEC has a zero-tolerance bullying policy.  This also includes using social 
networking sites (ie Facebook) to post comments relating to your classmates or staff.  
  
At no time will behavior involving injury to or bullying of another person, damage to or theft 
of property, the use of bad language or improper written material be tolerated and will result 
in disciplinary action.  This may involve suspension or dismissal.  
 
Location – How to find us  
We are a short walk from the rail and bus station.  If walking from the rail station, head left 
out of the station towards the Queen’s Arm pub, walk into the car park beside the pub, stay 
on the right and take the alley way along the car park to the back, that will be John Lewis. 
Keep walking towards Basing View business area and take the left over the railway line and 
straight on to Norn Hill.  Coronation Road is on the right, by the Norn Hill shop.  
Basingstoke ITEC is at the end of Coronation Road.  
If taking a bus, the number 5 and 6, will stop opposite the Norn Hill shop. 
 
Unit 3 Woodlands Business Village, Coronation Road, Basingstoke, RG21 4JX 
 
Operating hours 
Our trainers work varying days and hours.  However, Basingstoke ITEC is open and contactable 
Monday-Thursday from 8:30am-16:30pm and Friday from 8:30am-15:30pm.  
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Your Well-Being  

Health and safety 

An ITEC representative would have completed a health and safety 

check with your employer prior to you starting on the programme, to 

ensure you are in a safe working environment. Any outstanding 

actions generated from the health and safety check will need to be monitored and 

completed. 

COVID-19 

We want you to enjoy your learning in a safe environment, and our staff to be able to 

operate and teach safely. Our premises will include sanitiser stations and social distancing 

regulations.  

 As such our policies and processes are constantly updated and reviewed and will follow 

Government advice and guidance.   

Safeguarding  

Basingstoke ITEC is responsible for the safety and wellbeing of young people up to the age of 18 

and for vulnerable adults aged 19-24 who are enrolled on any of our programmes.  

Safety and well-being or ‘safeguarding’ covers a number of important topics such as: 

• General well-being i.e. healthy lifestyle, confident, motivated, good mental health 

• Health and Safety 

• Protection from harassment/bullying 

• Freedom from abuse 

• Help and support when you have a Safeguarding issue 

Prevent 

Prevent is a Government strategy designed to stop people becoming terrorists or supporting 

terrorist or extremist causes through radicalisation. It is part of the Government’s Counter 

Terrorism Strategy. It covers all types of terrorism and extremism, including the extreme right 

wing, violent Islamist groups and other causes.  

We have a legal duty of care to prevent young people being radicalised and becoming or 

supporting terrorists. This means we have a responsibility to protect young people from 

extremists or violent views. We do this by educating them to the dangers of extremism and 

radicalisation and promoting British values. 

More information on Safeguarding and Prevent can be found on our website at: 

www.basingstokeitec.co.uk 

 

 

 

http://www.basingstokeitec.co.uk/
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Who deals with Safeguarding at ITEC? 

We have designated staff at ITEC who can support and help you with any Safeguarding 

concerns you may have.  They will listen unjudgementally and offer support in every way 

they can. 

 

 

01256 471161 

Mark Hammond – General Manager and Safeguarding Lead 

Sharon Bungay – Safeguarding Officer 

Alternatively, please email apprenticeships@basingstokeitec.co.uk and your message will be passed 

on to the appropriate member of staff. 

 

Frequently asked questions  

Q – What is the National Minimum Wage for an apprentice? 

A – Your employer must comply with the National Minimum Wage (NMW) 
legislation set by HMRC. You will be paid at least the apprenticeship 
minimum wage for the duration of their apprenticeship. This includes time 
working as well as both on and off the job and time at ITEC. Apprentices aged 19 or over 
who have already spent a year on their apprenticeship must be paid at least the full National 
Minimum Wage rate appropriate to their age.  
 
Q – Am I eligible for maternity / paternity leave? 

A – Yes, like all employees, apprentices are entitled to statutory maternity leave of 52 weeks 
and statutory maternity pay for up to 39 weeks. 
 

Q – How long will I be with my employer? 

A – Each apprenticeship has a different duration period. With the majority of the 
apprenticeships we deliver, the apprentice needs to be with their employer for 18 months.  

Q – How much holiday do I get?   

A – As an apprentice, you get the same rights as other employees.  Your employer should 
set out what they will provide, and it is up to the individual company how much holiday you 
will get.  However, you are entitled to a minimum of 20 days annual leave, plus bank 
holidays. 

 

 

 

 

mailto:apprenticeships@basingstokeitec.co.uk
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Useful contacts:    

ACAS 

ACAS provide information, advice, training, conciliation and other services for employers 

and employees to help prevent or resolve workplace problems 

    0300 123 1100. It is available Monday to Friday 8am-6pm. 

www.acas.org.uk 

Government information 

The Government website is a centralised site for all services. It is useful resources for 

minimum wage enquiries, national holidays and further apprenticeship information. 

www.gov.uk/take-on-an-apprentice 

Childline 

Childline is a counselling service for children and young people up to their 19th birthday. 

0800 1111 

https://www.childline.org.uk/ 

Basingstoke ITEC 

01256 471161  

apprenticeships@basingstokeitec.co.uk  

Social Media 

We would really appreciate if you could give us a follow on social media. We consistently 

post new and exciting content, which may be of use to you during your apprenticeship. 

Instagram - @basingstokeitec 

Facebook – Basingstoke ITEC (Please leave us a review when you have a free moment) 

Twitter - @basingstokeitec 

 

We are really excited to have you on board, and hope you are looking forward to starting 

your apprenticeship journey with us.  

 

 

 

 

 

http://www.acas.org.uk/
http://www.gov.uk/take-on-an-apprentice
https://www.childline.org.uk/
mailto:apprenticeships@basingstokeitec.co.uk
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