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FIRSTLY

THANK YOU

FOR CONSIDERING US!

Thank you for taking the time to browse our apprenticeship
brochure. A little bit about us, Hawk Training is an Ofsted
‘Outstanding’ training provider with 30 years’ experience in
the industry. We are experts in apprenticeship delivery and
empowering people to achieve their potential through an
enriched learning experience that knows no boundaries.

We typically support over 2000 learners each year on
apprenticeship programmes alone. We deliver stand alone
learning and development qualifications and apprenticeships
from level 2 to level 5, to hundreds of employers across

a range of vocational sectors, both public and private.

Our provision include Business Administration, Customer
Service, Early Years, Leadership and Management, Improving
Operational Performance, Trade Supplier and Warehousing
and Storage.

We are proud to be the preferred provider of over 400
employers supporting their learning and development
needs.

Following inspection in September 2013, Hawk became the
first independent learning provider in the country to be
graded ‘Outstanding’ by Ofsted under the then Common
Inspection Framework. Hawk is alse.a founding member of
the Chartered Institution of Further Education.

We also deliver a range of innovative short courses which
can be tailored to your individual organisation, providing a
flexible training solution on or off-site. Our workshops cover
5 key areas in staff development, managing people, staff
training, leadership skills, interpersonal skills, coaching and
mentoring and emotional resillience.

Oféted

Outstanding
Provider
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Our Approach

Passion

We firmly believe that everyone wants to learn and our people are dedicated to igniting that
spark for learning and empowering individuals to reach their potential. Our passion is what
drives us to deliver an outstanding service.

Forward thinking

Change challenges us to constantly innovate and seek out better ways to do things. Our
approaches to teaching and learning combine agile technology with sector expertise to
deliver programmes that engage and inspire.

Bespoke

Our programmes and delivery models are flexible and designed for each employer.
Rather than ‘re-invent the wheel’, we deliver cohesive provision that responds to the needs
of your business and your employees.

Teamwork

Partnership working is key to our success - together we achieve better. Our consultative
approach starts with building trust and sharing goals so we can align our services with your
business needs and work with you to achieve results.

Communication

We offer dedicated account management, performance reports, employer events and
24/7 access to our e-Learning portals provides effective and transparent channels of
communication.




Recruitment Placement

Hawk Training offer a flexible recruitment service to support employers to source learners
who are being taken on as apprentices for customer services and business administration
apprenticeship programmes that Hawk will deliver. This service is flexible to meet the needs
of each employer and can be aligned to each employer existing recruitment practices up to
the interview and offer stage. The service includes:

Advertising vacancies - via the Recruit an Apprenticeship website, our own website and
communicating out opportunities to third parties including, schools, colleges, job centres
and careers services in your area. We will also post the vacancy across our social media
channels.

CV filtering and initial telephone screening - against job specification, maths and English
initial assessments (unless exempt), booking of interviews with learners and line managers.

Arrange interviews / Assessment centres - working with each employer, we will arrange
interviews with the applicants and line manager. We can also arrange assessment centres
using value-based scenarios to identify potential new apprentice recruits who meet the
values/ behaviours expected of the employer (min 5 vacancies).
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SONIA CARDOZO

Sonia Cardozo, 20, completed

her Advanced Apprenticeship in
Business and Administration in
July 2018, working with one of the
largest and busiest departments at
Guy’s Hospital.

Sonia, who won the Charity,
Voluntary and Public services
award at the Asian Apprenticeship
Awards 2018, says: “My very first
time to leave my country: India,
and my very first-time to step into
the UK was 26th October 2015.

A 17-year-old in a totally new
continent, new country, new city. |
have always been a very ambitious
person, and an extremely
hardworking student with desire
to work in the health care public

sector; my path was seeming
clear. Thus, | was aiming to get
into a university for a qualification
and also work part-time so |

could support
my family,
however, my
financial status
challenged my
dream. Since | hadn't lived enough
years in this new country, | was
not eligible for a loan. It felt like an
absolute dead end. This resulted in
me stepping into work life directly.
| began working in a supermarket
to help my family out, but my
heart and mind did not agree

with the path | chose. This made
me research constantly, hoping

to find a path | fully agreed with.

“I loved the concept of
learning on the job.”

That's when | came across a foreign
word, like this foreign country and it
was ‘Apprenticeships’. | absolutely
loved the concept. It was like a
perfect match as it
complemented both
my ambition and
finance. | loved the
concept of learning
on the job.

| was extremely impressed by Hawk
Training, based on their reviews,
case studies of apprentices, awards
and recognitions. | immediately
got myself enrolled with them and
applied for a level 2 Apprenticeship
in Business and Administration at a
GP surgery. After completing this,
it was clear - this was the right path
for me. So, | immediately got into a
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level 3 Apprenticeship in Business
and Administration at Guy's and

St Thomas' via Hawk Training as a
progression route and completed it
in July 2018.

During my apprenticeship journey,
| have gone from working in
reception, to administration, to
coordinating

EMPOWERING PEOPLE TO ACHIEVE THEIR
POTENTIAL THROUGH AN ENRICHED

LEARNING EXPERIENCE THAT KNOWS NO

event. The Director of Operations
for Essentia services came and
visited me at my workplace and
observed me performing my
duties. The personal feedback
from him was excellent, which
was a huge accomplishment. His
feedback was circulated amongst
my manager and tutors and |
received positive appreciation
from them. The

encouraging response from
everyone has driven my
motivation to higher levels, as well
as boosted my confidence and
made me believe in myself, to aim
higher and accomplish more.

Also, | was an advocate for
apprenticeships by being asked
to attend a high-profile Business
Planning event with senior
leadership
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now to a secretarial position at
Guy'’s Hospital. | have fulfilled

my desire to work in a healthcare
setting: | have worked alongside
nurses, doctors, patients, only

from a different perspective; | have
gained qualifications while working,
only through a different system.

During my level 3 journey at Guy’s,
| grabbed ample opportunities: one
of the major highlights during my
apprenticeship was participating in
the National Apprenticeship Week
2018 in the ‘Back to the Floor’

panel. | was invited and attended
the apprentice forum in July 2018.
| was one of the key members

in planning and executing our
graduation event. And most
importantly, along my journey |
gained skills, experience, training
and knowledge that | can further
use to enlighten my path towards
more success ahead.

What better pathway could |
choose than an apprenticeship? |
would definitely recommend an
apprenticeship to anyone seeking
to kick start their career, gain both

BOUNDARIES

a salary and a qualification, and
the best thing is without incurring
any debt.

Apprenticeships have proven to
be a great ladder for individuals
who are passionate and want to
move up in their respective fields.
They open doors to participate
and represent yourself, your
team, department, employer, on
amazing platforms such as the
National Apprenticeship Awards
and Asian Apprenticeship Awards.

| truly feel the warmth of
accomplishment. All thanks to
apprenticeships and all

the people who support and work
hard for its success.”

AWARDS

ASIAN APPRENTICESHIP
AWARDS 2018

Charity, Voluntary and
Public Services winner



Business Administrator

3
17 months (including End Point Assessment)
Who is this apprenticeship for? What will be achieved at level 3?
Business Administration apprenticeships e Business Administration
are perfect for the following roles: Apprenticeship Standard Level 3

Certificate

e level 2 Functional Skills in
Maths and English (if no prior
exemption)

- Receptionists,

- Administrators,

- Operations Assistants,

- Data Administrators,

- Front of House Administrators,

- Finance Administrators
and many other similar office-based
roles

What will be involved at level 3?

The Business Administration Level 3 Apprenticeship is made up of several components
which cover the programme.

e Following enrolment and induction, programme units are grouped into 3 themes
which complement each other. These are Core Business & Administration,
Managing Self & Personal Skills and Using Resources & Achieving Results.

e Apprentices will be assessed on their knowledge, skills and behaviours throughout
the apprenticeship and tracked online using an e-portfolio and supported by visits
from a tutor every 4-6 weeks.

e After each theme is complete, a Mock End Point Assessment is carried out to
ensure apprentices are prepared for the End Point Assessment at the end of the
programme.



Programme Overview
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Level 3 includes an End Point Assessment (EPA)

After successful delivery of the programme, the end point assessment
will take place. The End-Point Assessment is a synoptic assessment of the
skills, behaviours and knowledge that have been learnt throughout the

apprenticeship.
The EPA for this standard is made up of three assessment methods:
e Portfolio based interview - Weighting 40%

The interview assesses the apprentice’s understanding and learning throughout
the programme.

e Project / Improvement presentation - Weighting 40%

The presentation should summarise the aim, outcome and responsibilities of
the knowledge, skills and behaviours in the project

e Knowledge test - Weighting 20%

The test will assess the apprentice’s sector specific knowledge outlined in the
standard. This includes relevant regulation and laws, business fundamentals and
project management principles.
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Customer Service Practitioner

Level: 2

Duration: 15 months (including End Point Assessment)

Who is this apprenticeship for? What will be achieved?

. . . e Customer Service Practitioner
IhI:s appren‘fla?shlp is perfect for the Apprenticeship Standard
ollowing roles: Certificate
- Sales Representative, e Level 1-2 Functional Skills in
- First Line Support Officer, English and Maths

- Front of House Administrator,

- Junior Account Manager,

- Client Service Administrator
and many other client-focused or
facing roles.

What will be involved?

The Customer Service Practitioner Level 2 Apprenticeship is made up of several
components.

e After enrolment and induction, programme units are grouped into 3 themes
which complement each other. These are Customer Service Foundations,
Customer Service Delivery and Personal Effectiveness.

e Apprentices will be assessed on their knowledge, skills and behaviours
throughout the apprenticeship, this is tracked online using an e-portfolio
and supported by visits from a tutor every 4-6 weeks.

e After each theme is complete, a Mock End Point Assessment is carried out

to ensure apprentices are ready to complete the End Point Assessment at
the end of the programme.



Programme Overview

Topics:

Behaviours: Developing self (Part 1 & 2), Being open to feedback, Team-working,
Equality, Presentation,

Understanding the
organisations
Knowing your
customers

Product & service
Your role and
responsibilties
Communication
Interpersonal skills
Personal presentation
Personal organisation

MOCK END POINT ASSESSMENT

Right the first time’

Topics:

Functional Skills: Level 1 English and maths

Meeting regulations
and legislation
Systems and
resources

Product and service
knowledge

Your role and
responsibility
Customer experience
Influencing skills
Dealing with
customer conflict and
challenge

13 Months

HAWK TRAINING

MOCK END POINT ASSESSMENT

End Point
Assessment

Apprentice
showcase

Practical
Observation

Professional
Discussion

2 Months

—q

End Point Assessment (EPA)

After a minimum of 372 days and successful delivery of the programme, the
end point assessment will take place. The End-Point Assessment is a synoptic
assessment of the skills, behaviours and knowledge that have been learnt

throughout the apprenticeship.

The End Point Assessment for this standard is made up of three assessment
methods:

Apprentice Showcase - Weighting 65%

This enables apprentices to reflect and present examples of their development

over the whole programme

Practical Observation - Weighting 20%

The observation will allow the apprentice to evidence their skills, knowledge
and behaviour from across the standard.

Professional Discussion - Weighting 15%

This is a structured discussion between the apprentice and an independent
assessor following the observation to establish the apprentice’s understanding
and application of knowledge, skills and behaviours



The agreement between the
Chartered Management Institute
(CMI) and Hawk Training will

see over 500 managers earn
professional qualifications up to
the internationally-recognised
Chartered Manager status.

As part of the agreement, Hawk
offers learners CMI-backed
management qualifications at
Level 3, Level 5 and Level 7, as well
as the new breed of employer-
designed Trailblazer management
apprenticeships.

Students on the CMI dual-

accredited management courses
will also gain CMI membership
and access to Management Direct,
the CMI’s online portal containing
more than 15,000 study resources

“7 in 10 employers
fail to train first-time
managers”

which is used by tens of thousands
of learners every year.

According to CMl research, 7 in
10 employers fail to train first-
time managers, creating a problem

known in business as ‘the accidental
manager’. A 2016 report by
Investors in People found that poor
management costs the UK £84bn a
year in lost productivity.

Ann Francke, chief executive of
CM, said “the agreement (with
Hawk Training) will help many
more employers develop their
management teams: In a tough
economic climate there is no
doubt that developing world-class
management and leadership is
essential to a company’s growth,
and | urge employers to make sure



I STRATEGIC PARTNERSHIP

Chartered
Maoncgement
Institute

Strategic
Partner

that they support their managers
to become chartered. We're
delighted to be working with Hawk
Training to give 500 managers

the opportunity to gain the
professional skills that will benefit
their employers, as well as their
own career development.”

Our managing director, Crawford
Knott added, “We're delighted to
be partnered with CMI.

pathways for existing employees
who are becoming upskilled.
With the introduction of the
Apprenticeship Levy, many
employers are also looking to
position their levy spend on

the development of their senior
talent”

According to study’s Chartered
Managers add up to £362,000 of
value to their employers through
greater performance. Four in five
(80%) of Chartered Managers
report that professional
accreditation has benefited their

. . careers.
- ... our ongoing

Being a commitment to deliver cmihasled
strategic partner innovative leadership  the way in
supports us in and management  geveloping
S @D ez programmes...”  asuite of
commitment trailblazing

to deliver

innovative leadership and
management programmes

that make a real difference to
individuals and their organisations.
Our shared values of passion

and professionalism provide an
excellent foundation for a long-
term relationship with CMI.

“Management is always needed

in an organisation, and accredited
courses are particularly important
when addressing the phenomenon
of the accidental manager. Our
dual accreditation provides

management apprenticeships
with a 40-strong group of
employers. These start from
Level 3 (team leader) and

Level 5 (operations manager)
through to Chartered Manager
Degree Apprenticeship. The
Senior Leader Master’s Degree
Apprenticeship gives employers
the option to upskill up to
executive and C-suite level.
CMl is a Skills Funding Agency-
registered apprentice assessment
organisation.

\
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We
LEARN

We
CONNECT

And we
GROW




Management Apprenticeships

Flex Assess Model
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Introduction

In 2019, Hawk Training adapted its curriculum
delivery for the Level 3 Team Leader/
Supervisor and Level 5 Operations Manager
apprenticeship standards in response to
employer, apprentice and tutor feedback
and in conjunction with our awarding body
CML.

We developed the flexible assessment model
(Flex Assess) based on the concept of a spiral
curriculum, enabling learners to evidence their
applicationof knowledge, skillsand behaviours
whilst simultaneously achieving a CMI
certificate ordiplomawithoutthe needtowrite
several assignments. It supports learners
making the link from theory to practice
because examples are used from their
workplace.

) 30

HAWK
TRAINING

Innovation

The Flex
apprenticeship standard broken down into

Assess approach sees the
various learning topics. Each of the topics
provide apprentices with resources to
develop knowledge and understanding of key
leadership and management concepts before
setting tasks to allow them to apply knowledge
through work-based tasks and activities.
Upon completion of the tasks, apprentices
present their work-based evidence to their
tutor for review as part of a professional
discussion.

Each task is mapped primarily to the
apprenticeship standard and questions
adapted to ensure sufficient coverage against
relevant CMI certificate or diploma units.

“Flexible assessment means programmes are how much more accessible to our staff because of
the noticeable absence of lengthy written assignments, apprentices receive ‘real-time’ feedback
on their work/contributions as most is assessed by means of professional discussion. The time
apprentices spend with tutors has resulted in increased coaching and training as opposed to
reviewing and providing feedback on written work. | believe this new approach is more vocational
and compatible with the concept of work-based learning programmes/apprenticeships.’
Alison Ford, People and Culture Lead, London Borough of Hounslow



Making the Programme
Sustainable and
Maximising Impact

As managers, leadership and management
apprentices are often ‘time poor, this
innovative approach allows apprentices
to work towards the achievement of their
standards and CMI qualifications in ‘bite-
size chunks’.

This reduces the number of learners who
are downgraded to certificates because of
the simplified transference of information
and skills, knowledge and behaviour, this
allows learners to reach higher levels of
understanding.

The use of a spiral curriculum ensures
that learning is logically sequenced, and
apprentices develop at the appropriate
point in their learning journey, facilitating
reinforcement of prior learning. The absence
of assignments means tutors have more time
to spend working with apprentice’s one-to-
one to teach and coach them.

Evidence review logs remove the need for
completing lengthy and complex mapping
documents - allowing IQAs and IEPAs to
quickly locate key evidence.

Using professional discussion allows tutors
to use questioning techniques and delve
into application of knowledge, skills and
behaviours of the learners as opposed to
‘bouncing’ assignments back and forth with
feedback which is an important time-saving
factor for these learners.

Working with CMI, we have developed a
model which can and will evolve with the
changing needs of the workplace and be
sustainably developed as and when the
apprenticeship standard changes.

The Benefit to Learners

Since the roll out of the Flex Assess model,
we have seen an improvement in learner
retention reaching 94%, thus contributing to
delivering more competent and able leaders
and managers. This is compared to a 70%
retention over the year before Flex Assess
was introduced.

The nature of discussion means apprentices
benefit from ‘real time’ feedback providing
immediate confirmation of knowledge and
competence as opposed to the delay that
apprentices would experience with written
assignments and the possible disconnect
that can create in addition to the time saved
for learners who no longer are required to
deliver lengthy written assignments.

More information

For more information about Hawk Trainings
Flexible Assessment Approach to Team
Leader / Supervisor and Operations Manager
Apprenticeships, please get in touch.
Call 020 8891 0992.
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What will be achieved?

e Team Leader/Supervisor Apprenticeship Standard Certificate
e CMI Level 3 Certificate in First Line Management
e Level 2 Functional Skills in Maths and English (if no prior exemption)

IR w I oe =

Programme Delivery Workshop Topics

We deliver this programme using a variety of e Managing Own Performance and Professional
support and delivery mechanisms including: Development

e 8 workshops e Managing Daily Activities to Achieve Results
e Tutorials and one-to-one mentoring e Managing Data and Information

e E-portfolio and e-learning e Principles of Management and Leadership

e Additional learning and training arranged e Managing a Team to Achieve Results

by your employer, this may include job
shadowing/ in house training programme
relevant to the course and dedicated time in
your day to study. e  Contributing to the Delivery of a Project

e Building Stakeholder Relationships Using
Effective Communication

e 2 hour one-to-one visits every 4-6 weeks ¢ Managing Budgets and Resources

with a dedicated tutor.

Who is the programme for and what will be

The roles associated with this first line management programme
can vary but include Front Line Managers, Junior Managers,
Supervisors, Shift Managers, Project Officers and Team Leaders.
This apprenticeship focuses on improving business performance
and enhancing employees’ skillsets. Learners will be assigned a
qualified tutor to provide them with help and support delivered by
a blended learning approach of on and off the job training

to ensure they develop the skills required for their role and to
support their learning style.

Learners develop competence and confidence at work with a range

of resources designed to allow access to online learning, videos,
workshops and more.

Following enrolment and induction, programme units are grouped into

3 themes which complement each other. These are Personal Effectiveness,

Interpersonal Excellence and Organisational Performance.

Learners will be assessed on their knowledge, skills and behaviours throughout the apprenticeship.



Level 3 Management Programme at a glance...

End Point
Assessment
Topics: Topics: Topics: ‘ '
° Management of self . Leading people ° Operational Preseptahon with
. Self-awareness Managing people management questions and

answers (weighting
50%)

° Project management
. Finance

[ ]
° Decision making ° Communication
[ ]

Building relationships

Key Activities: Ay Professional
. Key Activities: P . .

o Managing own R B Buildine stakeholder Key Activities: discussions
personal and lati g hi : ° Contributing to the underpinned
professional ;ifaecgc:: clgfnLr::Jnngica tion delivery of a project bz/ a pé)rtfolio
development of eviaence

(weighting 50%)

Workshops: Workshops: Workshops:

3 Managing own performance o Principles of Management and . Contributing to the delivery
and professional Leadership of a project

. Managing a team to achieve
results

. Managing daily activities to
achieve results

. Building stakeholder
relationships using effective
communication

16 Months a 2 Months a

development . Managing budgets and
resources
. Managing data and

information

MOCK END POINT ASSESSMENT (approx.2 hours)
MOCK END POINT ASSESSMENT (approx 3 hours)
MOCK END POINT ASSESSMENT (approx 4 hours)

End Point Assessment (EPA)

At the end of your programme, the knowledge, skills and behaviours that you have developed will
be independently assessed by an assessor from the Chartered Management Institute, using two
different assessments:

e Presentation with questions and answers - (Weighting 50%)

You will be asked to give a presentation on a topic selected by the End Point Assessment
Organisation to assess your understanding around specified knowledge, skills and behaviours.

e Professional discussion underpinned by a portfolio of evidence - (Weighting 50%)

The apprentice will have prepared a portfolio of evidence during the on-programme phase to
support the professional discussion. The format and structure of the portfolio must be agreed
between the employer and apprentice, and ideally will be presented electronically. The portfolio is
not directly assessed. It will be used to drive the professional discussion assessment

The professional discussion will be structured to allow the apprentice to demonstrate their
competence and understanding of the appropriate knowledge, skills and behaviours assigned to
this assessment method. Questions from the EPAO will seek to assess the knowledge, skills and
behaviours assigned to this assessment. The apprentice may use their portfolio of evidence to
support their responses.



What will be achieved?

e  Operations/Department Manager Apprenticeship Certificate
e CMI Level 5 Diploma in Leadership and Management (if no prior exemption)
e Pearson Level 2 Functional Skills in Maths and English

Programme Delivery Workshop Topics

We deliver this programme using a variety of e Using Reﬂegtive Practice to Inform Personal
support and delivery mechanisms including: and Professional Development

e 8 workshops e Principles of Operational Leadership and

Management

e Tutorials and one-to-one mentorin
& e Principles of Developing, Managing and Leading

e E-portfolio and e-learning Individual and Teams to Achieve Success

e Additional learning and training arranged e  Managing Stakeholder Relationships
by your employer, this may include job

shadowing/ in house training programme
relevant to the course and dedicated timein ¢ Managing Projects to Achieve Results
your day to study.

e Managing Change

. . e Creating and Delivering Operational Plans
e 2 hour one-to-one visits every 4-6 weeks with

a dedicated tutor. e Managing Finance

Who is the programme for and what will be involved?

This Operations/Departmental Manager Apprenticeship standard has been
designed for individuals who manage teams and/or projects, and have
responsibility for planning, delivering and achieving departmental
goals and objectives. Managers at this level are typically accountable
to a more senior manager, head of department or small business
owner, and are responsible for the operational and/or policy
delivery of the organisation’s strategy. Learners will be assigned
a qualified tutor to provide them with help and support delivered
by a blended learning approach of on and off the job training

to ensure they develop the skills required for their role and to
support their learning style.

Learners develop competence and confidence at work with a range
of resources designed to allow access to online learning, videos, g
workshops and more. ¢/
Following enrolment and induction, programme units are grouped into

3 themes which complement each other. These are Personal Effectiveness,
Interpersonal Excellence and Operational Performance. Apprentices will be

assessed on their knowledge, skills and behaviours throughout the apprenticeship.



Level 5 Management Programme at a glance...

End Point
Assessment
Topics: -  Topics: -  Topics: =
o Management of self 3 e Leading people 3 e  Operational 5 Work-based |
o Self-awareness = B Managing people 5 management s project proposal,
.. . : > : presentation and
e Decision making § e  Communication 8 Project management 3 QSA
o e S ildi i i 2 Finance g
Key Activities: g Building relationships = g
i i = Key Activities: = . = Professional
. Usmg Reflective z Y : . z Key Activities: = ' i
Practice to Inform s ® Developing, Managing s N X S discussion
Personal & Professional o & Leading Individuals a  ° Managing Projects to @ underpinned by
Development e & Teams to Achieve w Achieve Results w a portfolio of
2 Success 2 2 evidence
z Z Z
O  Workshops: o o)
a e Principles of Developing, a ) a
Workshops: [a] Managing and Leading o - [a)
¢ Using Reflective practice & Individual and Teams to Achieve &~ ®  Creating and Delivering zZ
to inform Personal and ¥ Success % Operational Plans %
Professional Development o |* Managing Stakeholder o . Managing Finance o
D Principles of operational = Relationships b3 s
Leadership and Management . Managing Change )
. Managing Projects To Achieve
Results

19 Months

End Point Assessment (EPA)

At the end of your programme, the knowledge, skills and behaviours that you have
developed will be independently assessed by an assessor from the Chartered Management
Institute, using four different assessments:

e Portfolio and Professional Discussion - (Weighting 50%)

As part of the end point assessment, you will be invited to a professional
discussion, which is structured to demonstrate your competence in the appropriate
Knowledge Skills and Behaviours.

e Work-based project proposal, presentation and Q&A - (Weighting 50%)

The project will be based on specific Knowledge Skills and Behaviours, the CMI
will provide a range of titles including projects on change, continuous improvement
and a cost saving activity.

Learners will be given 12 weeks to write and submit the project proposal (4000
words). Learners will be invited to prepare and deliver a presentation based on the
project proposal, followed by questioning.
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Improvement Technician

Level: 3

e

Duration: 16 months

Who is this for? What will be achieved?
A wide range of staff would benefit from this apprenticeship as the e Improvement Technician
Improvement Technician apprenticeship can be applied to those Apprenticeship Standard
looking to develop their skills in managing change. Certificate

The learners role should allow for the below typical activities to be e Level 2 Functional Skills in
included to enable the learner to successfully achieve the programme: maths and English (if no prior

¢ Engaging team members in the identification of improvement exemption)

opportunities and relevant countermeasures and controls

e Initiating and facilitating improvement activities through to
confirmed resolution

¢ Providing local expertise in continuous improvement methods and
basic tools to team

The employer must be prepared to provide the learner with the
opportunity to carry out work and be part of projects which will
enable them to produce the substantial evidence required for
completion.

What will be involved?

The Improvement Technician Standard apprenticeship is focused on delivering measurable improvements
across a business and provides learners with the knowledge, skills and behaviours to lead improvement
teams. This programme will last for 16 months of teaching and learning, followed by an End Point
Assessment, spread over 2 months.

Following Initial Assessment, Enrolment and Induction, programme units are grouped into 3 themes
which complement each other. These are Planning, Implementing and Reporting, with the 26 criteria
standard criteria logically spread across these themes.

Learners will be assessed on their knowledge and skills throughout the apprenticeship, this is tracked
online using an e-portfolio and visits from a tutor every 4-6 weeks.

After each theme is complete, a Mock End Point Assessment is carried out to ensure learners are ready
to complete the End Point Assessment at the end of the programme

The programme can include the completion of Functional Skills in maths and English at level 2, planned
for achievement by month 9 of the programme.
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End Point Assessment (EPA)

The End Point Assessment will be completed by an Independent End Point Assessment Organisation
and consist of three components:

1. Multiple Choice Examination (40-minutes duration)

2. Report, Presentation and Questioning (40-minute presentation, 35-minute questioning)

3. Professional Discussion underpinned by a CPD log (50-minutes duration)

Apprentices must submit their Project Report up to one month after the gateway meeting.

Benefits Potential employee benefits

¢ Improved knowledge and skills leading to
enhanced abilities at work to enable staff
to take on a wider range of responsibilities
and lead project improvements

e Achievement of nationally cerfitied
programme, with the opportunity to
progress onto higher level programmes
and further career development

e Improved positive job satisfaction and
empowerment to make positive changes

Potential employer benefits

e |mproved productivity and performance

e Reduced costs, process variation and waste

¢ Improved inter-departmental communication

e Customers and prospects will see that you invest
in quality improvement within your organisation

Off the Job Training

As part of government policy to raise the quality of learning, a ‘20% off the job learning’ policy applies
to apprenticeships. Off-the-job training is defined as learning which is undertaken outside of the
normal day-to-day working environment and leads towards the achievement of an apprenticeship. This
can include training that is delivered at the learner’s normal place of work but must not be delivered as
part of their normal working duties.
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Improvement Practitoner
Level: 4
Duration: 18 months

Who is this apprenticeship for? What will be achieved?
A wide range of staff would benefit from this apprenticeship e Improvement Practitioner
as the Improvement Technician apprenticeship can be Apprenticeship Standard
applied to those looking to develop their skills in managing Certificate

h .
Zanee . e Level 2 Functional Skills in Maths
The learners role should allow for the below typical and English (if no prior exemption)

activities to be included to enable the learner to successfully
achieve the programme:

° Identlfylng potential opportunities, diagnosing issues,
proposing solutions and implementing changes and controls

e Coaching and leading teams and sharing best practice

The employer must be prepared to provide the learner with
the opportunity to carry out work and be part of projects

which will enable them to produce the substantial evidence
required for completion.

What will be involved?

Improvement Practitioners use a blend of Lean and Six Sigma, project and change management principles
and tools to identify and lead the delivery of change across organisational functions and processes.
Improvement Practitioners can be found across all sectors and functions including automotive, banking,
engineering, food products, IT, property, retail, telecoms etc.

Typically, Practitioners lead smaller projects and/or play a key supporting role in a larger programme -
tackling issues that may require swift problem solving, or re-occurring challenges that require in-depth
analysis and the implementation of a range of exective and sustainable countermeasures. They are the
focal point for all stakeholders and responsible for communication throughout a project. Learners will
be assessed on their knowledge and skills throughout the apprenticeship, this is tracked online using an
e-portfolio and visits from a tutor every 4-6 weeks.

After each theme is complete, a Mock End Point Assessment is carried out to ensure learners are ready
to complete the End Point Assessment at the end of the programme.

The programme can include the completion of Functional Skills in maths and English at level 2, planned
for achievement by month 9 of the programme.
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End Point Assessment (EPA)

The End Point Assessment will be completed by an Independent End Point Assessment Organisation
and consist of three components:

1. Multiple Choice Examination (40-minutes duration)

2. Project Report, Presentation and Questioning (40-minute presentation, 35-minute questioning)

3. Professional Discussion underpinned by a CPD log (50-minutes duration)

Apprentices must submit their Project Report up to one month after the gateway meeting.

Potential employee benefits

e Improved knowledge and skills leading to
enhanced abilities at work to enable staff
to take on a wider range of responsibilities
and lead project improvements

e Achievement of nationally certified
programme, with the opportunity to
progress onto higher level programmes
and further career development

e Improved positive job satisfaction and
empowerment to make positive changes

Benefits

Potential employer benefits

¢ Improved productivity and performance

e Reduced costs, process variation and waste

e Improved inter-departmental communication

e Customers and prospects will see that you invest
in quality improvement within your organisation

Off the Job Training

As part of government policy to raise the quality of learning, a ‘20% off the job learning’ policy applies
to apprenticeships. Off-the-job training is defined as learning which is undertaken outside of the
normal day-to-day working environment and leads towards the achievement of an apprenticeship. This
can include training that is delivered at the learner’s normal place of work but must not be delivered as
part of their normal working duties.
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Supply Chain Warehouse Operative
2

13 months
Apprenticeship Standard

Who is this for? What will be achieved?
The Level 2 Supply Chain Warehouse e Supply Chain Warehouse
Operative Apprenticeship standard Operative Apprenticeship
has been designed for anyone who is Standard Certificate

looking to develop their warehouseing
and logistical skills in preparation for
enhanced career prospects.

e Level 1 -2 Functional Skills in
English and Maths

Particular roles are:

e Warehouse Assistants

e Warehouse Operatives

e Manufacturing Assistants
e Trade Counter Assistants
e Mailroom Assistants

e Facility Assistants

e and other similar roles

What will be involved at level 2?

The Supply Chain Warehouse Operative Level 2 Apprenticeship is made up of
several components which cover the programme.

Following enrolment and induction, programme units are grouped into

3 themes which complement each other. These are Working Safely in a
Warehouse, Working with Others and Operations and Administration.
Apprentices will be assessed on their knowledge, skills and behaviours
throughout the apprenticeship. This is tracked online using an e-portfolio and
supported by visits from a tutor every 4-6 weeks.
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Programme Overview
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Functional Skills: L1 English and Maths (9
Months) (need to also attempt L2)

Qualification
Awarded

>

*Functional Skills are not part of 20% off the job training and need to be accounted for in addition
to Standards’ delivery if not attained prior to commencing the programme.

Behaviours: Integrity, Credibility, honesty & positivity, ownership, commitment, technology (12 Months)

Duration (13 Months)

End Point Assessment (EPA)

After a minimum of 372 days and successful delivery of the programme, the end
point assessment will take place. The end-point assessment is a synoptic assessment
of the skills, behaviours and knowledge that have been developed throughout the
apprenticeship.

The End Point Assessment for this standard is made up of two assessment methods:
e Knowledge and Behaviours Test - Weighting 50%

Apprentices will participate in a knowledge test that will cover the learning outcomes
of the apprenticeship. This will consist of structured short answer and scenario based
guestions and will be taken under exam conditions.

e Practical Assessment - Weighting 50%

Apprentices will be observed by an independent assessor carrying our their everyday
tasks. The apprentice will demonstrate full competence in the necessary skills
required for a Warehouse Operative. The assessor will ask questions or use simulated
scenarios to collect any evidence they have not been able to gather over the course of
the assessment.
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Early Years Practitioner

Level: 2
Duration: 12 months (+2 months for End Point Assessment)

Course Type: Apprenticeship Framework

Who is this for? What will be achieved?
e Nursery Assistant e Level 2 Diploma for Early Years
Practitioners

e Early Years Practitioner
e Level 2 Early Years Practitioner

e Nursery Practitioner Standard

*  Nursery Nurse e Level 1 Functional Skills in Maths
e Assistant Childminder and English (if no prior exemption)
e Nanny

e Early Years Worker

What will be involved at level 2?

The Early Years Practitioner Level 2 Apprenticeship is made up of several
components which develop the practitioner’s knowledge, skills and behaviour.

The programme is spread across 12 months and covers 11 units across 2 themes:
Following enrolment and induction, programme units are grouped into 2 themes

which complement each other. These are:

1. Health, Safety & Wellbeing

2. Children’s Learning & Development

As part of government policy to raise the quality of an apprentice’s earning, a ‘20%
off the job learning’ policy applies to apprenticeships. Off-the-job training can
include training that is delivered at the apprentice’s normal place of work but must
not be delivered as part of their normal working duties.
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End Point Assessment (EPA)

After a minimum of 372 days and successful delivery of the programme, the
End Point Assessment will take place. The EPA is a synoptic assessment of the
knowledge, skills and behaviours that have been developed throughout the
apprenticeship.

The EPA for this standard is made up of two assessment methods:

1. Multiple Choice Knowledge Test 60 minute duration. Grading of pass,
distinction or fail

2. Professional Discussion underpinned by a portfolio 90 minute duration.
Grading of pass, distinction or fail

Find out more about the End Point Assessment at www.hawktraining.com
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Early Years Educator

Level: 3
Duration: 20 months (including End Point Assessment)

Course Type: Apprenticeship Standard

Wheo is this for? What will be achieved?

o Nursery Worker/Supervisors e Pearson Edexcel Level 3 Diploma

e Nursery Nurses in Children’s Learning and

e Nursery Teaching Assistants Development (Early Years Educator)
e Early Years Workers/Assistants

. e level 3 Early Years Educator
e Nursery Practitioners Standard

e (Classroom Assistants
e Care Workers/Assistants
e Assistant Youth Supporters
e  Community Workers
and other similar roles

e Level 2 Functional Skills in Maths
and English (if no prior exemption)

e Level 3 Award in Paediatric First
Aid or Level 3 Award in Emergency
Paediatric First Aid

What will be involved at level 3?

The Early Years Educator Level 3 Apprenticeship is made up of several components
which develop the practitioner’s knowledge, skills and behaviour.

The programme is spread across 18 months and covers 12 units, with the option to
take on extra stretch and challenge units if desired.

Following enrolment and induction, programme units are grouped into 3 themes
which complement each other.

These are: health, safety and wellbeing, children’s learning and development and
positive environments.
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Positive
Environment

Programme Overview
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Functional Skills: L2

English and Maths >
(9 Months)

*Functional Skills are not part of 20% off the job training and need to be

accounted for in addition to Standards’ delivery if not attained prior to
commencing the programme

integrity | Commitment | Work in a non -discriminatory way | Working practice

Behaviours: Care and compassion | Being team-focused | Honesty, trust and >
takes into account fundamental British values (18 Months)

Duration (20 Months)

End Point Assessment (EPA)

After a successful delivery of the programme, the End Point Assessment will take
place. The EPA is a synoptic assessment of the knowledge, skills and behaviours that
have been developed throughout the apprenticeship.

The EPA for this standard is made up of two assessment methods:

1.  Multiple Choice Knowledge Test
60 minute duration. Grading of pass or fail

2.  Professional Discussion underpinned by a Portfolio
90 minute duration. Grading of pass, fail or distinction

To find out more about the End Point Assessment please call 020 8891 0992



CONTINUAL
PROFESSIONAL

DEVELOPMENT

Taking our experience in delivery to a new and
exciting level, we have developed a suite of
short courses that both complement our current
apprenticeship offer and build on the experience
we have throughout our organisation.

Our short courses are designed to provide
development opportunities through in areas

yu goals.” Brian Tracy

such as managing change and motivational
tools and techniques, to those wishing to move
into leadership roles through our stepping up to
leadership 2 day course.

Hawk Training's experience in delivery makes us
the idealpartner for all your CPD needs.

Please contact us to see how we can help develop
your staff with our short courses.
Call 020 8891 0992 or
email enquiries@hawktraining.com



ACCREDITED AND SHORT COURSES

2 - Day

A

1- Day Courses

To view all our short courses, please visit our website
www.hawktraining.com
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We welcome the opportunity to

discuss our programmes in more
depth, and work with you to build
apprenticeship programmes that
meet your needs.

+44 (0) 20 8891 0992
enquiries@hawktraining.com
www.hawktraining.com



