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Addresses and Telephone numbers.. 

Our Head Office address is: 

tpm     

62-64 Lime Street 

Liverpool 

L1 1JN 

 

Our Head Office telephone number is: 

0151 709 6000 

Fax: 0151 709 1457 

Contacting Us 

We have 8 busy lines on this number, so when you call our centre on 
0151 709 6000, please be patient, we do want to process your call 
quickly. Knowing the name of the person you want to speak to can help 
speed this up. Our managers and departments are listed below as is a 
link to our website contacts page: 
 http://www.tpmnow.co.uk/contact/team.htm  

  

1. Tracy Galvin Business Development Manager ï Learner Recruitment 

2. Lesley Lavin Hairdressing and Barbering Programme Manager 

3. Olwen Brown Business and Administration Programme Manager 

4. Tammy Vickery Childcare Programme Manager 

5. Lisa Riley Assistant Childcare Programme Manager 

6. Paula Ebden Learner Support Manager 

7. Claire Naughton Claims and Finance Manager 

8. James Dunne Health and Safety Officer 

9. Brian Quinn Director Responsible for Safeguarding 

10. Tammy Vickery Safeguarding Officer 

 
VOICE-MAIL If a staff member is away from the office, then you can 
leave a personal voice message, stating your name and contact details 
 
NIGHT SERVICE You can leave a message out of office hours for 
reception to action the next morning. 
 
 
E: Mail  enquires@tpmnow.co.uk 
 
 
Web Site: www.tpmnow.co.uk  

http://www.tpmnow.co.uk/contact/team.htm
mailto:enquires@tpmnow.co.uk
http://www.tpmnow.co.uk/
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MY PROGRAMME DETAILS 
 
Learner Name: 
 
............................................................................................................ 
 
My Programme Is: 
 
............................................................................................................ 

 

Apprenticeship      Ã 

Advanced Apprenticeship Ã 

My programme targets comprise: 

Hairdressing NVQ Level 2 Ã 

Hairdressing NVQ Level 3 Ã 

Barbering Level 2 Ã 

Intermediate in Business Administration NVQ Level 2 Ã 

Diploma in Business Administration NVQ Level 3 Ã 

Certificate in Children and Young Peopleôs Workforce NVQ Level 2 Ã 

Diploma in Children and Young Peopleôs Workforce NVQ Level 3 Ã 

Key Skills Level 1 Ã 

Key Skills Level 2 Ã 

Technical Certificate Ã 

Equality and Diversity Level 2 Unit Ã 

Paediatric First Aid Level 2 Unit Ã 

 

 

My Business Development Consultant is: ééé.é.......ééé 
 
My Personal Assessor is: ............................................éééé 
 
My Internal Verifier is: ...............................................éééé... 
 
I started my training programme on: .éééé........éééé.é 
 
I am employed at:......................................................................... 
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Welcome to Training Plus merseyside (tpm).. 
 
You have joined an Apprenticeship programme with tpm ï you are 
amongst many other people joining one of the largest work-based 
training providers on Merseyside!  

tpm is a training organisation approved to deliver Apprenticeships 
and skills courses. We work in conjunction with local and national 
Government funding agencies and are an approved training centre 
with EDI, and City & Guilds. 
  
Please read through this handbook carefully and keep it somewhere that you 
can access it regularly ï it contains many aspects of information, advice and 
guidance that you will want to use regularly throughout your training 
programme.  
 

Learner charter.. 
This handbook explains your training agreement with tpm (your training 
provider) it also details what you can expect from us and the level of 
commitment that is expected from you; we call this the learner charter. A copy 
of this is included in Appendix 10 of this handbook. 
 

The charter is summarised in óour missionô: 
 

To make a measurable contribution to the regions skills and qualifications by 
providing Merseyside people, schools and employers with high quality, flexible 
training and support. 

 
and in óour 6 promisesô: 
1. To provide effective and relevant quality training for learners and 

employers 
2. To respect and support our learners as individuals and ensure their safety  
3. To operate a zero-tolerance approach to any form of discrimination 
4. To respond quickly to the needs of our clients 
5. To continually strive for excellence in all we do 
6. To continue providing the best employment opportunities for learners 

 

Choosing the right Programme for you.. 
Choosing the right programme can be difficult but through interview and initial 
assessment processes our Business Development Consultants will have 
provided information, advice and guidance to ensure that you are placed on the 
correct programme and one that meets your needs. If for any reason you are 
unsure or undecided that this is the right choice for you; inform a member of our 
staff immediately. 

 

Whoôs who and who to tell at tpm.. 
You can log on to the Contact Us page at: www.tpmnow.co.uk to see who is 
who in the company. We understand disclosing personal information is 
sometimes scary. Our recruitment, teaching and assessment staff are all highly 
trained and experienced in supporting your needs. Make sure you tell them, if 
you know of any learning difficulty or disability or any other concern that you 
need support with and you think might be important to you. Also tell them about 
any specific help or learning materials you feel you will need.   

 
THIS IS VERY IMPORTANT! 

http://www.tpmnow.co.uk/


LEARNER HANDBOOK 

Page  Page 8 of 73 Approved by: Board of Directors 
Issue No. 1 Author: Brian Quinn  and Janet Smart 
Date Issued 05/08/2011 Owner (Dept.): Quality Improvement 

Doc. N
o
  Doc. Name Learner Handbook  

T:\Company Secretary\QA File\QA Procedures\Recruitment Department\Procedures 11.12\Learner Handbook 15.08.11.docx 

 

Following your recent interview and your current induction 
processes, you will now know your personal assessor. Of course, 
you can talk to any member of staff at any time; you will find 
contact details on the website link above. Your personal assessor 
is responsible for making sure that you agree target goals and 
progress satisfactorily towards these goals through your training 
programme. They are also responsible for providing or arranging 
any additional support, you may need. Your personal assessor and 
teacher will monitor your progress and attendance regularly and 
liaise with your manager or mentor.  

 

Safeguarding Officers Brian Quinn and Tammy Vickery (see page 3) are 
amongst some of the named staff that have good counselling skills, should you 
wish to discuss any confidential matters. Please ask your personal assessor for 
details. Additionally see appendix 5 for ñUseful addresses and contactsò.  
 

THIS IS VERY IMPOTANT! 
 

About your training programme.. 
Your training programme will involve óon the job trainingô (in your workplace) 
and may also require some óoff the job trainingô (at tpmôs training centre). Some 
courses include self-study aspects or projects. 
 

Training that is funded or part funded (paid for) by The Skills Funding Agency 
(SFA) or any other funding or Government Agency will be audited. The SFA or 
other agencies may, from time to time, contact you to discuss your training 
programme and how you are getting on. Government Training Inspectors 
(Ofsted), who are responsible for examining the standard of training provision 
nationally, may also wish to talk to or visit you occasionally.  

 

What is Initial/Diagnostic Assessment?.. 
Initial/Diagnostic assessment is about assessing your skills, achievements to 
date and your learning support needs for the qualification you are about to 
undertake. Your initial/Diagnostic assessment is in three phases and started at 
your initial interview with tpm. This will have included English, Maths, Dyslexia 
and ICT, using computer and paper-based assessments. The assessments of 
your Language Literacy and Numeracy skills help us to identify the most 
suitable programme and level of support for you. 
A staff member who specialises in Key/Functional Skills, learning support and 
or assisting learners with disabilities will review your results and ensure that the 
correct level of support is made available to you, via your teachers and 
assessor. If you think that you need any individual, specific learning, social or 
practical support you can tell us in confidence at any time.  
 

tpm works with many people who have additional learning and social support 
needs such as Dyslexia or other learning difficulties such as ASD for example. 
Some people need additional practical or social support because they care for 
others in their family; a parent, brother, or sister. Some young people may have 
had or other difficulties such as previous offending behaviour or poor school 
attendance because of their circumstances. These are not something that you 
should hide or be embarrassed about and it is never too late to let us know. tpm 
is committed to providing equality and inclusion whilst safeguarding everyone 
within the services it offers. These are not things that should be hidden as they 
will not exclude you from any of our courses. Initial /Diagnostic Assessment is 
about making sure we know what works best for you so that you can progress 
and achieve your goals.  
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Training and Assessment in your workplace.. 
You will receive training and assessment in your place of work as well as 
attending our training centre half a day each week. Your place of work is any 
premises owned and staffed by your employing Company. The details of how 
this works will be explained in detail by your personal assessor. 
 

Changing Employers during your Training.. 
Under the Apprenticeship Act 2009 óan Apprentice has Employed Statusô and as 
such: is the legal employee of the employing Company and bound by the Terms 
and Conditions of that Employment Contract whether written or verbal. You are 
subject to your employerôs policies, systems, procedures and approved working 
practices. 
 
Sometimes, very rarely apprentices decide to leave their employer or are 
terminated from their employment for various reasons. This can be a very 
difficult and worrying. Obviously you must let our staff know immediately if your 
employment details are about to change.  
 
tpm will support you through this process but will not advise, counsel or 
otherwise become involved in Employment Contract matters between you and 
your employer. Learners are discouraged to think of tpm as a recruitment 
agency; this is not the purpose or function of our Business Development 
Consultants. Teachers and Assessors are expertly qualified to support your 
learning and social needs and requirements, please do not expect them to 
advise you on employment matters. You should always address any concerns 
about your employment or workplace directly with your line manager in all 
circumstances and use the laid down procedures provided to raise grievances 
professionally. 
  
If you do find yourself interviewing for another post during your training you may 
like to refresh yourself of the useful hints and tips below which our Business 
Development Consultants offered you initially on your course:- 

 
What are your interestsô hobbies? 
 

What do you do in your free time? 
 

What subjects did you enjoy most at college / school? 
 

Which subjects did you dislike and why? 
 

What did you do in your last job and why did you leave? 
 

Have you done similar work before? 
 

What are your main strengths weaknesses? 
 

Tell me about some of your achievements. 
 

Why do you think you are suitable for this job? 
 

Why do you want to work for this company? 
 

Describe your personality. 
 

What are your best personal qualities? 
 

Remember the interviewer will be looking for:  
 
 
 



LEARNER HANDBOOK 

Page  Page 10 of 
73 

Approved by: Board of Directors 

Issue No. 1 Author: Brian Quinn  and Janet Smart 
Date Issued 05/08/2011 Owner (Dept.): Quality Improvement 

Doc. N
o
  Doc. Name Learner Handbook  

T:\Company Secretary\QA File\QA Procedures\Recruitment Department\Procedures 11.12\Learner Handbook 15.08.11.docx 

 

ü What kind of person you are. 
ü How keen you are to get the job. 
ü How suitable your skills are for the job. 
ü What particular qualities you will bring. 
ü How well you can fit in with the team. 
ü What professional ambitions you have. 

 

Phase 2 Induction.. 
Now that you have been successful at an employer interview and formally 
signed onto your training programme, your personal assessor will conduct your 
induction (phase 2) in your place of work. At this visit, your personal assessor 
will review and summarise with you your individual and support needs.  
Your personal assessor will describe and outline in detail the programme you 
are undertaking (that means the actual work and evidence you will be required 
to produce) and help you understand the pattern of how everything works; 
including the frequency of visits, your attendance at our training centre, support 
and training available from your work colleagues and tpm staff.  
 

Your personal assessor is occupationally qualified and experienced in the 
qualification you have chosen and will coach and guide you through your 
programme and support you with Key/Functional Skills if applicable. Your 
personal assessor will visit you in your place of work on a regular basis, to 
observe you doing the job and assess you against the national standards of the 
qualification. Your personal assessor is responsible for liaising with your 
programme teacher, key/functional skills teacher at tpm and your line manager 
to ensure that you are being supported and encouraged to progress and 
achieve your goals. It is very important that you keep your personal assessor 
informed of any absence or holidays that you have planned and especially if 
you will not be at work on the day of an agreed visit. 
 

Qualification Frameworks 
An Apprenticeship work towards NVQ level 2, Key/Functional Skills Level 1 and 
Technical Certificate (BA only). Additional value added Certificates and Equality 
and Diversity L2.  
 

An Advanced Apprenticeship work towards NVQ level 3, Key/Functional Skills 
Level 2 and Technical Certificate (BA only) and additional value added 
Certificates if not undertaken at Level 2 (see above). 

 
What is an NVQ?.. 
NVQôs are made up of 5 levels each building on the next; broadly speaking they 
can be defined as: 

 

Level 1: Carrying out a range of routine and predictable work activities. 

Level 2: Involvement with a range of mainly non-routine and complex activities in 
differing situations 

Level 3: Involves completing a wide range of complex, professional or technical 
activities in differing situations, with a responsibility for other staff or 
resources, often at supervisory level 

Level 4: Involves completing a wide range of complex, professional or technical 
activities in differing situations, with a responsibility for other staff or 
resources, often at a management level. 

Level 5: Involves the application of fundamental principles and complex 
techniques in a wide and often unpredictable range of work situations, 
normally in a senior management role. 
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NVQôs are available at all five levels.  Most learnersô at tpm start at Level 2 and 
many go on to complete Level 3.  Your personal assessor will explain 
progression routes in your vocational area to you during your Induction (Phase 
2) to the programme.  

 

What is the QCF?.. 
A framework for creating and accrediting qualifications, providing a wider range 
of opportunity for you to achieve a qualification, in a way that suits you. QCF 
qualifications are designed with the help of employers so you can be assured 
that you are gaining skills that your employer is looking for. The qualifications in 
the QCF tell you three things:-  
 

 The level shows the difficulty of the qualification which consist of 9 levels.  

 The size, which shows how long the qualification takes to complete, the 
three sizes are AWARD, CERTIFICATE, DIPLOMA.  

 The content shows what the qualification is about. 
 

The qualification you are undertaking is made up of units, each unit has a credit 
value that tells you how long the unit takes to complete, a credit is about 10 
hours work so a unit with 4 credits will take you 40 hours to do. Your personal 
assessor would have explained all of this to you at first visit. The table below 
provides information on credit values:-  
 

1 ï 12 
Credits 

Award 
13 ï 36 
Credits 

Certificate 
37 plus 
credits 

Diploma 

 
There are 9 levels of difficulty for QCF, starting from foundation stage. The table 
below illustrates how the value of credits justifies the level of qualification 
awarded: 
 

8    

7    

6    

5    

4    

3        P 

2  P       

1    

Entry    

Level 
Award Certificate Diploma 

1 ï 12 Credits 13 ï 36 Credits 37 plus Credits 
  

 Business and Administration  
Level 2 learner achieves 21 credits 

Hairdressing Level 3 
 learner achieves 58 credits 

 

What are Key Skills?.. 
Key Skills are included in all apprenticeships, they are designed to help you 
develop skills that help you cope with the everyday demands of your job. For 
example, calculating clientsô bills or invoices, discussing or negotiating customer 
needs and expectations and networking or collaborating with other staff in the 
workplace.  We will help you to gain these skills and give you extra help if you 
need it. 
 

At tpm Key Skills portfolios are project guided and observed: 
 

Communication: - Reading information, contributing to discussions, writing 
documents, in addition at level 2 you must give a short talk. 
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Application of Number: - Interpret information from suitable sources, use 
information obtained to carry out a given task, interpret results and present 
findings. 
 

Information, Communication Technology: - Use ICT systems, finding and 
selecting information. Developing, presenting and communicating information. 
(BA and Childcare Programmes only) 

 

Your personal assessor will guide you through the production of a project where 
you will book a holiday and work out costings etc. 
  
If you have already achieved some GCSEôs you may be exempted from the 
completion of some of the Key Skills requirement of your Apprenticeship 
Framework (see below) 
 

 

GCSE Grade 
Attending Class? 

    (Yes P No x) 
End Test 

A* - C In English 
only 

P 
Relaxed from English 
Needs to sit Maths 
Needs to sit ICT  

A* - C In Maths only 

 
 
P 

 

Relaxed from Maths 
Needs to sit English 
Needs to sit ICT 

A* - C In ICT only P 
Relaxed from ICT 
Needs to sit English 
Needs to sit Maths 

A* - C In English 
A* - C In Maths 
A* - C In ICT 

 
x 
 

 
No end tests 
 

 
D ï E in English, 
Maths or ICT 

P 
Needs to Sit English 
Needs to sit Maths 
Needs to sit ICT 

 

Your Business Development Consultant will have explained this to you at 
Induction and your personal assessor would have reiterated the areas you need 
to complete to achieve completion of the apprenticeship framework during your 
first assessor visit. 
 

What are Technical Certificates?.. (BA only) 
These certificates were implemented by the awarding bodies and they cover the 
knowledge, understanding and skills requirements of the Award.  This certificate 
provides a wider knowledge of the qualification, best practice and promotes 
personal transferable skills. Technical certificates are tested at level 2 and level 
3, and in most cases administered monthly at tpm. All technical certificate 
exams can be taken online (computer-based) or paper based (written) which 
ever suits your preference. If you sit online exams you will receive your results 
within 24 hours of taking the test.   
 
This is part of the reason for attending the training centre weekly; in order to 
gain the knowledge you need to be able to pass your exams.   

 

Employment Rights and Responsibilities...  
Learning about your employment rights and responsibilities forms part of the 
study for your apprenticeship framework, and is a requirement of the sector 
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skills council in your occupational field. In order to effectively study this aspect 
you will complete a variety of study activities, workbooks or Technical certificate 
depending on your Programme. The work activities will include things like: 
learning about your employer, employment and workplace. This includes 
examples such as how your pay is worked out, what hours you should be 
working, what holidays you are entitled to etc.  
 

How are learners assessed?.. 
Apprenticeships are about competence in the job that you do. Your 
personal assessor will visit you on a regular basis (every four to six 
weeks) and will check your work and evidence that you are collecting 
against the national standards. Learners who have additional needs 
will be visited every two weeks. An Assessment Plan with short term 
targets will be drawn up and agreed by you and your 
employer/workplace mentor. This will detail the work you are going to 
produce/achieve before the next visit. At the end of every assessment visit your 
personal assessor will make a judgement about your competency at performing 
your job tasks. You will also produce written course work and all your work 
methods can be assessed in different ways: 
 

 Accreditation of your prior learning or achievement 

 Visual observation of your work by your assessor 

 Visual observation of product use from your work e.g. client record cards, 
consultation sheets, Memos, letters, presentations and other 
communication or performance methods 

 Witness testimony from your colleagues/employer 

 Projects/assignments/case-studies 

 Reports/reflective accounts 

 Oral questions or taped professional discussion 

 Written questions 

 Key Skills, Technical exams, either written or on-line. 
 

Learner appeals procedure (Assessment).. 
If you are dissatisfied with an assessment outcome, then you have the 
right to appeal. 
The main reasons for an appeal although rare, are likely to be: 

 Learners do not understand why they are not yet regarded 
competent, due to lack of or unclear feedback from their assessor. 

 Learners believe they are competent and that the assessor has misjudged 
them, or has failed to utilise some vital evidence. 

 

Stage 
1 

Appeal in writing to your Personal Assessor 

Stage 
2 

Appeal in writing to the Departmental Internal Verifier enclosing a 
copy of the letter you sent to your Personal Assessor 

Stage 
3 

Appeal in writing to the Awarding Body enclosing copies of stage 1 
and stage 2 letters 

 

A full copy of the learner appeals procedure (assessment) is available in 
appendix 2 of this handbook. 

 

Evidence Portfolios.. (Hair only) 
You will build up your evidence for assessment in a óPortfolio of 
Evidenceô, which is assessed by your assessor and checked by an 
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E-portfolio 

Internal Verifier.  When it is completed an External Verifier from the Awarding 
Body will also check it for evidence of your competence.   
 

e-Portfolio.. 
An e-Portfolio is a collection of electronic evidence assembled 
and managed by you the learner and your assessor. Electronic 
evidence includes text documents, audio-voice recordings and 
images and video. The e-Portfolio demonstrates your 

developing skills and abilities and is a platform for self-expression. e-Portfolio 
helps you build an online portfolio and submit evidence for assessment as you 
progress. Your personal assessor and Internal Verifier then review the 
submissions and send you copies of all feedback electronically within the 
system. e-Portfolio eliminates the use of paper makes the assessment and 
evidence process far more flexible and allows you to monitor your progression 
closely.  
 

Where are NVQôs assessed? 
The vast majority of assessments will take place in your work 
environment whilst you perform your job tasks, with your assessor 
present to observe you. All learners will have a mix of work based 
and centre based training opportunities. Some work environments 

have qualified NVQ assessors who may also assess your work. Details of the 
assessment process are included in this handbook (see Appendix 6.  óLearners 
ï Are you being assessed today?ô). 
 

Work and Training Hours.. 
Your working hours whilst on the programme will be set by your employer in 
your contract of employment. Training times and attendance modes are referred 
to in your ótpm Training Agreementô made between yourself, tpm and your 
employer.   
 
Generally learners attend the centre one half day each week from Monday to 
Thursday either in the morning or afternoon for their occupational teaching 
between 9.00am ï 1.00pm or 1.00pm and 5.00pm.  
 
Learners who will be working towards Key/Functional Skills qualifications will 
also attend teaching sessions with the Key/Functional Skills Teacher 
immediately following occupational classes. The need for you to attend 
Key/Functional Skills sessions is covered and agreed with your personal 
assessor during your first visit. 
 
Sickness and absence.. 
If for any reason you are unable to attend: 
 
1. tpm for a planned training session or day - please inform tpm 

and your employer / mentor before 9.00am. on the same day 
 
2. Place of work - please inform your employer before the start of 

your shift on that day or as per your contractual agreement with the 
employer. 

 
3. A Planned Assessment with your personal assessor - please inform the 

assessor or head office at the earliest possible time that you can; this will 



LEARNER HANDBOOK 

Page  Page 15 of 
73 

Approved by: Board of Directors 

Issue No. 1 Author: Brian Quinn  and Janet Smart 
Date Issued 05/08/2011 Owner (Dept.): Quality Improvement 

Doc. N
o
  Doc. Name Learner Handbook  

T:\Company Secretary\QA File\QA Procedures\Recruitment Department\Procedures 11.12\Learner Handbook 15.08.11.docx 

 

enable the assessor to re-arrange another appointment for your 
assessment and will allow him/her to use this valuable time for another 
learner (in repeated incidences your Employer may be billed for the 
administrative costs of failed visits). 

 
N.B. Employers will be informed of all absences.  Failure to follow these 
guidelines and comply with the above may result in loss of pay and persistent 
failure to follow these guidelines may result in disciplinary action.  
 
If you are sick between 1 & 5 working days you will be required to complete a 
self certification form (ask your employer / mentor for these) after which a 
doctorôs note (Medical certificate) is required.  

 
THIS IS VERY IMPORTANT! 

 

Medical / Dental Appointments.. 
If you need to take time away from your place of work or training 
for medical and dental appointments, you should do this in 
accordance with your employerôs procedures or terms and 
conditions of employment, (ask your line manager). 
 
tpm insist that all learners act accountably and responsibly about the amount of 
time taken away from work. Similarly, that you notify your personal assessor of 
any planned absence or holiday in advance.  
 
Other than for emergencies, book in advance and take your appointment cards 
along to your employer. Notify your personal assessor, who will keep a record 
on your file. Unauthorised absences will be reported to all employers and can 
put your employment or placement for training at risk.   

 
THIS IS VERY IMPORTANT! 

 

Changes to Personal Details.. 
Please let tpm and your employer know immediately about any changes in your 
personal details e.g. employment, contact phone numbers, change of address, 
next of kin, so we can update our records.  
 

Annual Leave and working times.. 
Details of your working times and leave entitlements will be covered by your 
employer and contained within your Contract of Employment. 

 

If you are unsure about: your leave entitlement; Terms and Conditions of 
Employment or National Minimum Wage Rates, you should consult your 
ócontract of employmentô or speak to your employer or manager 
immediately. 
 

N. B. tpm staff are not allowed to advise over employment rights or 
national minimum wage; however they will happily support you in finding 
advice experts who can ï or you can visit: www.direct.gov.uk or phone 
acas on 08457 474747. 
 

Your Individual Learning Plan.. 
You will complete an Individual Learning Plan, (ILP) during your Induction 
Process (Phase 2 Induction where your personal assessor makes their first visit 

http://www.direct.gov.uk/
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to your place of work). This makes sure that everyone is clear which framework 
you are on and which qualification(s) you are aiming for. Both you and your 
employer/mentor agree and sign the targets set within the ILP; it is kept on your 
personal file, which is held at tpm. You can, of course, see it at any reasonable 
time; your personal assessor will always bring this file with them at every 
assessment visit. Your individual Learning Plan is a working document and as 
such it is probable that from time to time with your agreement, target dates will 
be changed, to reflect your progress and any developments in your learning. 
This will only ever be done with your full agreement. 
 

Progress Reviews.. 
tpm will conduct reviews of your progress at every assessment 
visit. This gives you the chance to discuss your feelings and 
thoughts about your progress with your assessor and your 
employer. We set short and medium term targets with you so 
that you know exactly what you need to do for the next review. 

You, Your employer or workplace mentor, and personal assessor will all sign 
the Assessment Plan Review to agree the action plan. Copies of this review are 
kept by your assessor in your personal file and both you and your employer or 
workplace mentor receive personal copies. Assessment Plan Reviews are 
formal and (confidential if needed) an opportunity for you to raise any concerns 
that you have about your programme with your personal assessor. Typically this 
is where you should raise any concerns you have about óhow safe you feelô with 
your assessor for review and discussion. This might be a safeguarding, 
equality, diversity, health, safety, spiritual and religious or general well-being 
issue. 

 

Equality and diversityé 
We are actively committed to our Equality and Diversity Policy and practices 
and Zero Tolerance Promise: 
 
ñTraining Plus merseyside strives to achieve equality of opportunity for 
all, without exceptionò.  
We provide all learners with the opportunity to achieve a value-added L2 Unit in 
Equality and Diversity, this unit Award with EDI is worth 4 credits on the 
Qualification Credit Framework. 
 
Discrimination means treating someone less favourably because of a particular 
attribute or characteristic, for example, gender and transgender, age, disability, 
race or origin, religion or belief, sexuality and pregnancy or maternity. 
 
We, operate a Zero-Tolerance approach to all forms and types of discrimination.  
 
Bullying including cyber-bullying and harassment are recognised forms of 
discrimination and any incidence of this will be investigated fully and treated in 
the most serious manner. Our Equality and Diversity policy applies to all 
Learners, Employers and staff. Should you ever have cause for concern, you 
can speak to your personal assessor or any member of staff about the situation 
in the first instance.  
 
We are actively working to ensure an inclusive and diverse skilled workforce. 
We believe by being representative of our diverse community, that we will be 
extending better services to our clients.  
 



LEARNER HANDBOOK 

Page  Page 17 of 
73 

Approved by: Board of Directors 

Issue No. 1 Author: Brian Quinn  and Janet Smart 
Date Issued 05/08/2011 Owner (Dept.): Quality Improvement 

Doc. N
o
  Doc. Name Learner Handbook  

T:\Company Secretary\QA File\QA Procedures\Recruitment Department\Procedures 11.12\Learner Handbook 15.08.11.docx 

 

Our Department Managers champion equality and diversity in our Company and 
are named on our website at http://www.tpmnow.co.uk and you can call one of 
these staff if you prefer on 0151 709 6000. A complaint form is included in this 
pack and our staff can advise you about using it. 
 

Dismissal, Discipline and Grievance Procedures.. 
These are used to ensure that all learners are treated fairly by the company and 
by one another.  

 Grievance procedure is used where a learner needs to raise an issue 
with the training provider about one of its staff or another learner.  

 Disciplinary procedure is used by the training provider to manage 
misconduct or underperformance by learners. 

They ensure we all know and can follow the conduct and working procedures 
provided by tpm, for the duration of your training programme and whilst in the 
training centre. Learners involved in any grievance or disciplinary action are 
given every opportunity to state the details of their situation.  A full investigation 
of all the facts of each case is conducted before any disciplinary action is taken. 
 
1. An act of misconduct in the training centre would be investigated fully by 

means of a disciplinary hearing and where action is required would normally 
result in the first instance in a verbal warning given by a manager at tpm. 
This would be recorded on the Learnersô personal file and a copy given to 
the Learner and or employer. 

 
Examples of misconduct and gross misconduct include: 
 

 Persistent lateness 

 Persistent and intentional failure to meet agreed action plan targets 

 Lack of commitment to the training programme 

 Inappropriate and unprofessional attitude or behaviour at work and within the 
training centre 

 Repeated failure to inform tpm staff of non-attendance at the centre or 
inability to keep an assessment appointment 

 Failure to comply with Health and Safety Policy/Risk Assessments, Equality 
and Diversity Policy, ICT Network Rules & Procedures or Safeguarding and 
security arrangements (ID Cards). 

 Causing wilful damage to Company property and training resources/facilities 

 Any act of violence, harassment, bullying, cyber-bullying, intimidation, threat 
or acts of theft and deceit.  

 
2. If after a verbal, written and final warning, there is still no improvement, a 

learner may be dismissed from the programme. Acts of Gross misconduct 
may mean that learners are terminated following disciplinary investigation as 
they pose a threat to health, safety or well being. 

 
N.B. A full copy of The Dismissal, Discipline and Grievance Policy and 
Procedures for learners is kept in all employer premises within the tpm 
óEmployer Manualô. 
 

Health and Safety.. 
Your health, safety, security and well-being are continually discussed 
during your training programme whilst at tpm. Similarly, you will 
develop a greater awareness of the health, safety and well-being of the 

http://www.tpmnow.co.uk/
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people who work around you both in the training centre and your place of work. 
Your employer will have separate arrangements for health and safety, which is 
confirmed by the completion of a HASS 10 carried out by the Business 
Development Consultant prior to you joining the programme.  
 
During your Induction (phase 1), your Business Development Consultant will 
discuss the tpmôs Health and Safety Policy and the Learnerôs Health and Safety 
Policy which has been designed specifically for all learners (see Appendix 8 and 
9). Additionally the BDC will discuss the company Risk Assessments and will 
guide you through the particular risks to the ñYoung Personò and ñNew & 
Expectant Mothersò (this is summarised again in the Risk Assessment section 
below). 
 
During your Induction with your personal assessor you will be issued with a 
Health and Safety Project. This project is a very important part of your training 
and is vital to your induction to the your place of work. 
Similarly, this project provides you with evidence towards your Key Skills and 
main NVQ Awards. Please ask questions of your employer, your workplace 
mentor or your personal assessor if you have difficulty finding the information 
you require. 
 

Health and Safety at work is an important part of your training and 
will help you carry out your work activities effectively, safely and in a 
manner that protects the health of you and the people around you. It 
is your responsibility to obey the safety rules laid down by your 
employer and tpm, make sure you understand the dangers and the 

correct way to work as this will help you to develop safe behaviours.  
 

What is a Risk Assessment?.. 
These are written documents which detail the carefully considered risks or 
hazards in your work environment or whilst at our training centre that may 
cause or lead to you being harmed. Before you are signed onto your 
apprenticeship the Business Development Consultant will make you aware of 
your own copies of our risk assessment documents, it is the responsibility of 
your workplace mentor to make you aware of the workplace risks but it is your 
responsibility to know these and work in accordance with them.  
 
It is important that risk assessments take into consideration certain factors; such 
as experience, training, age, ability etc. Below are a couple of examples which 
relate to young people in particular: 
 

Young Person Risk Assessment 
(THE MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999: 
PROVISIONS RELATING TO YOUNG PERSONS). 
 

Definition of a Young Person: ñPersons who have not attained 18 years of ageò 
 

Your employer should, carry out risk assessments that take particular account 
of the risks to young people, before you commence any work tasks or 
responsibilities.  
In some cases, the employer can and should prohibit a young person from 
certain types of work, where their experience, maturity and awareness would be 
insufficient to conduct that work safely.  
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This prohibition should remain in place until appropriate training, supervision or 
the removal of the risk to the young person has been conducted and 
documented. 

 
New and Expectant Mothers Guide for Risk Assessment 
(THE MANAGEMENT OF HEALTH AND SAFETY AT WORK REGULATIONS 1999) 
 

Definition of new and expectant mother: ñA female employee of childbearing 
age; someone who is pregnant, has given birth within the previous six months, 
or is breastfeeding. 
 

Once an employee has informed their employer of their pregnancy then specific 
risk assessments based on the outcome of the initial risk assessments would 
need to be carried out in consultation with that employee. It is therefore very 
important that employers are informed as soon as possible when someone is 
pregnant so that they can build an appropriate risk assessment in consultation 
with your individual needs and circumstances. This would be important 
information for your employer/mentor and your named tpm teacher/personal 
assessor. 
 

Further useful information is available on the following website: 
www.safelearner.info    www.young-worker.co.uk      
 

THIS IS VERY IMPORTANT! 
 

ICT Network, Internet Access and Acceptable User Policy.. 
It is our aim to encourage staff and learners to use the information resources 
available on the internet appropriately, together with the development of 
appropriate skills to analyse and evaluate such resources, these skills are now 
fundamental in our current society and the occupational sectors that you the 
learner will be entering.  
 
During your induction process and subsequent training in our centre you will be 
supported and guided by our staff to access the various computer networks and 
our own and Awarding Body websites in order to complete your initial 
assessment and course studies, for your research needs and for online 
examinations.    
 
During your Induction (Phase 2.) your personal assessor will provide you with a 
copy of the ICT Network Acceptable User Policy, Rules and Procedures. You 
will not be allowed access to the computer network or the internet during 
teaching and private study sessions until you have, read, understood and 
signed the agreement to work in accordance with these rules and procedures.  
 
N.B. YOU WILL NOT BE ALLOWED TO USE ICT FACILITIES UNTIL YOU 
GIVE THE SIGNED AGREEMENT TO YOUR PERSONAL ASSESSOR. 

 
Once your personal assessor returns this signed agreement to the centre your 
teacher / personal assessor will guide you in how to access the facilities safely 
and securely for teaching and study purposes.  
Below we have listed the most important rules to be aware of: These are all 
things that YOU MUST NOT DO. 
 
 
 

http://www.safelearner.info/
http://www.young-worker.co.uk/
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ICT Rules.. 
1. You agree to adhere to tpmôs óOnline Safety Guidelinesô  

2. Do not participate in any cyber-bullying activity or practice. 

3.  (Under 16) You must have your parentôs/carerôs permission before using 
the internet. 

4. You must have a supervising teacher or member of staff with you at all 
times when using the internet. 

5. Do not disclose any password/s or login name to anyone, other than the 
persons responsible for running and maintaining the system, (Company 
ICT Administrator). 

6. Do not upload/send personal addresses, telephone / fax numbers or 
photographs of anyone (staff, learner or work colleague) at the college. 

7. Use of learner names or photographs will require their explicit permission 
and if under 16, their parents to have been informed about such use. 

8. Do not download, use or upload any material, which is copyright. Always 
seek permission from the owner, before using any material from the 
internet. If in doubt, do not use the material. 

9. Under no circumstances should you view, upload or download any material, 
which is likely to be unsuitable for children or young people. This applies to 
any material of a violent, indecent, offensive, dangerous or otherwise 
inappropriate content. If you are unsure ask your teacher or assessor 
supervising you. 

10. Always respect the privacy of the files and digital property of tpm and other 
users. 

11. Be polite and respect that other users might have different views than your 
own. 

12. The use of strong language, swearing or aggressive behaviour is forbidden.  

13. Ensure that you have followed the correct procedures for using the internet. 

14. Immediately report any incident, which breaches these rules, to the ICT 
Network Administrator. 

15. Do not seek or gain access to personal information, which is contrary to the 
Data Protection Act. 

16. Do not access another personôs work and save/claim it to be their own; 
plagiarism will not be tolerated. 

17. Do not walk away from a computer that they are logged-on to, without 
logging off and shutting down the Computer. 

18. Attempt to change any of the Computers settings; personalising Computers 
is PROHIBITED. For óDisabled Accessibilityô purposes the Tutor/Teacher or 
Company ICT Administrator should be notified for support. 

NB: Violations of the above Rules and the content of the Policy will be 
treated seriously and may result in a temporary or permanent ban on your 
use of the Companyôs ICT Network facilities. 
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What to do if things go wrong.. 
 
Learner support, at risk and a listening ear.. 

Life is full of problems and issues; from time to time you may 
encounter problems whilst on your training programme. At tpm 
we see problems as an opportunity to grow and develop. We 
approach problems practically and find solutions, so donôt 
worry! 

 
If you or your assessor feels that you are not making satisfactory progress, we 
will arrange a meeting with you to discuss it. Your assessor would normally 
address this during your assessment plan reviews. It may be that your personal 
assessor changes your At Risk status from green (used for learners who are 
progressing well) to Amber or Red (used when learners have encountered 
difficulty or a personal problem which stops or slows their progress).  
It may also be possible that our Learner Support Programme is the answer.  In 
either case the At Risk and LSP simply mean that your progress will be 
monitored more closely and supportively according to your individual 
requirements and weekly/monthly action plans will be produced and agreed. 
These may also involve your employer.  
 
At Risk and Learner Support Records are reviewed every week by personal 
assessors and the manager responsible for your learning programme. 
 
We are aware that young people encounter all kinds of problems whilst 
studying/training even if the problem is of a personal nature. tpm has a clear 
Confidentiality Policy; your personal assessor is highly qualified and may be 
able to help. If you feel unable to speak to your personal assessor you can 
contact the Learner Support Manager and ask to speak to a member of staff 
who has counselling skills. Our staff are not qualified counsellors however, they 
will be able to listen well and suggest other agencies that can help, whatever 
the problem! 
 

Donôt suffer in silence, 
ask someone, we are here to help you. 

 

Safeguarding young people in education.. 
 
Safeguarding Policy and Procedures: 
This is designed to ensure that you are safe at all times during your 
apprenticeship. It involves guidance and arrangements to secure access to our 
buildings by approved visitors, personnel and learners only. It makes clear who 
you can and should talk to if at any time you are worried or concerned about 
your personal safety or welfare. 
 
The Director responsible for Safeguarding at tpm is: Brian Quinn 
 

The Safeguarding Officer at tpm is: Tammy Vickery 
 
You will find a full copy of this policy and procedures in the tpm Employer 
Manual in your workplace. You will also find a pdf download available in the 
resources tab of our website at www.tpmnow.co.uk Your personal assessor will 
take you through these on your first visit (Phase 2) 
 

http://www.tpmnow.co.uk/
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We fully recognise and take very seriously our responsibility on safeguarding 
young people. Throughout the policy and procedures, reference is made to 
young people. This means those under the age of 18 years. The Policy 
responds directly to the Governments Every Child (Learner) Matters Agenda. 
This policy and the procedures detailed within apply to all staff, learners, sub-
contractors, guest trainers and associated agencies working in and on behalf of 
the organisation. The main elements of our policy are: 
 

 Extending training and awareness to staff and learners to ensure 
learnerôs practices are safe around use of ICT and internet access ï 
see ICT Acceptable User Policy. 

 Ensuring we practice safe recruitment in checking and validating the 
suitability of staff to work with young people. 

 Raising awareness of safeguarding issues and equipping young 
people with the skills required to keep them safe. 

 Developing and then implementing procedures for identifying and 
reporting cases, or suspected cases, of abuse. 

 Supporting-learners who-disclose abuse or are suspected by a staff 
member or employer manager of being abused in accordance with our 
policies and procedures. 

 Establishing a safe environment in which young people can-learn and 
develop. 

 Operating security ID and visitor systems which ensure that all staff 
learners and visitors are safeguarded and protected. 

 
We recognise that because of the day to day contact with young people, staff 
employed by the Company and employers are well placed to observe the 
outward signs and symptoms of abuse. The organisation and its Employers will 
therefore: 
 

 Establish and maintain an-environment where young people feel secure, are 
encouraged to talk, and are listened to. 

 Ensure young people know that there are adults in the organisation whom 
they can approach if they are worried and want to talk. 

 

Complaints Procedure.. 
óOur aim is to ensure total customer satisfaction by providing the best possible 
serviceô. 
 
If you are not satisfied with any aspect of our service, you can meet with a 
member of staff to discuss the problem. In the first instance you should call your 
personal assessor. If for any reason you feel unable to speak with your personal 
assessor you may call and ask to speak to the Quality Improvements Manager. 
Alternatively you can visit the Resources page on our Company website and 
download a feedback form for return at any time www.tpmnow.co.uk 
 
If following any of these actions you remain unhappy you may call to speak to 
one of the Company Directors. If we cannot agree a solution to the problem, 
you are entitled to contact the National Apprenticeship Service or the Skills 
Funding Agency (see appendix 5). 

 
We guarantee that: Once you have made contact, we will investigate your 
complaint fully. We will inform you within one working week of the action being 

http://www.tpmnow.co.uk/
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taken to deal with your complaint and the name of the person dealing with it.  
We will keep you updated of the action taken and the result. 

 
A copy of our complaint Form is included in this booklet. (appendix 11) 
 
And if youôre happy with our service.. 
 
Tell us! 
 

 You can let your personal assessor know if you are pleased with 
their service. 

 

 You can call or write to the Quality Improvement Manager with your 
comments at any time. Alternatively you can e-mail 
Janet.Smart@tpmnow.co.uk 

 

 We survey our Learners approximately twice a year; you could complete a 
questionnaire and return it to us. Similarly you can visit the feedback page on 
our Company website and download a feedback form for return at any time 
www.tpmnow.co.uk 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:Janet.Smart@tpmnow.co.uk
http://www.tpmnow.co.uk/
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Appendix 1 - Disability Statement 2011-12 
 

1. Disability Statement: 
Welcome from the Board 

 
2. Mission and Promise 

 
3. Admission Arrangements 

How do I apply for a Work-Based Learning 
Apprenticeship? 
Pre-recruitment information, advice and guidance 
What does the recruitment process involve? 

 
4. Support  

Who can I contact about Admissions Support 
Who can I contact about Learning Support 
 

5. Facilities 
Staff 
First Aid 
Technology & Equipment 
Examination Arrangements 
Buildings 
Employers 

 
6. Other Support 

Appeals 
Complaints and Grievances 
How do I appeal / complain? 

 
7. Previous and Planned Improvements 
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1welcome from the Board: 
tpmôs Board of Directors is committed to policies and practices 
that really demonstrate the principles of equal opportunities. 
 

The Companyôs aim is to enable clients and staff to access, 
participate, progress and achieve within its learning 
programmes and employment opportunities wherever 
possible. 
 

This is why we foster a óSocial Modelô of disability within our 
óequality and diversity training for staff and clientsô alike. This 
means that we see disability mainly resulting from negative 
attitudes and behaviours creating barriers to the learning or 
employment opportunities in society. 

 

Similarly we acknowledge the existence of medical conditions 
such as (diabetes, asthma, mental ill-health) physical or 
sensory conditions (e.g. visual, hearing and mobility) and 
social or learning difficulty (e.g. Autism Spectrum Disorder and 
Dyslexia) which can cause concern and anxiety in the context 
of access to learning and employment environments. 
 

Our aim is to recognise and plan with you individually, effective 
methods by which to overcome the obstacles and barriers that 
you believe or know you face, so that you can benefit fully 
from our learning programmes, resources and services. 
 

It is our express wish that you find this booklet and the policies 
and procedures that further underpin it, informative and 
reassuring in helping you plan for your learning and career 
goals and that we can play an important part in helping you 
achieve your learning and career aspirations. 

 
 

 
Brian Quinn 
Company Director.  
Equality and Diversity Co-ordinator 
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2 mission and promise 

 

mission 

The tpm mission statement is: 

To make a measurable contribution to the regionôs skills and 

qualifications by providing Merseyside people, schools and 

employers with high quality, flexible training and support. 

6 Promises 

1. To provide effective and relevant quality training for 

learners and employers 

2. To respect and support our learners as individuals and 

ensure their safety 

3. To operate a zero tolerance approach to any form of 

discrimination 

4. To respond quickly to the needs of our clients 

5. To continually strive for excellence in all we do 

6. To continue providing the best employment opportunities 

for learners 
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3 admission arrangements 
How do I apply for a Work-Based 
Learning Apprenticeship or Advanced 
Apprenticeship Programme? 
 
At tpm we want you to be successful. We 
welcome applications from people with 
physical, sensory and learning difficulties 
or disabilities. 
 
Pre-recruitment information, advice and guidance is 
available from: 
 

 See our website admissions page at: 
http://www.tpmnow.co.uk/training/individuals/i-
admissions.htm 

 

 You may be able to seek advice and support about 
Apprenticeships from your Adviser at school. They will 
liaise with Training Plus merseyside for you, in confidence 
if you wish. 

 

 The Connexions Service at:  Tel: 0151 709 5400  
Fax: 0151 709 4891 or visit  
www.connexions-gmerseyside.co.uk  

 

 A Connexions adviser will help you with accessing the 
information you need about work-based learning and help 
with a confidential introduction process to tpm. 

 

 The National Apprenticeship Service publishes all current 
Apprenticeship vacancies here: 
https://apprenticeshipvacancymatchingservice.lsc.gov.uk/n
avms/Forms/Candidate/VisitorLanding.aspx 

 

 Alternatively our own dedicated Business Development Unit 
team would be happy to arrange a pre-recruitment visit (by 
appointment) at a location on Merseyside that suits you.  

http://www.tpmnow.co.uk/training/individuals/i-admissions.htm
http://www.tpmnow.co.uk/training/individuals/i-admissions.htm
http://www.connexions-gmerseyside.co.uk/
https://apprenticeshipvacancymatchingservice.lsc.gov.uk/navms/Forms/Candidate/VisitorLanding.aspx
https://apprenticeshipvacancymatchingservice.lsc.gov.uk/navms/Forms/Candidate/VisitorLanding.aspx
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Our friendly and experienced consultants can answer all your 
questions about our courses. 

 
What does the recruitment process involve exactly? 

 

 All potential course and apprenticeship candidates are 
guaranteed an interview with one of our Business 
Development Consultants. 

 

 On the day of your interview and as you arrive, you will be 
asked to complete an application form and self assessment 
document. These forms ask you to give us information 
about yourself such as: your contact details; school and any 
work or voluntary experience, personal qualities, likes and 
dislikes, preferred learning styles etc. Similarly the forms 
allow you to disclose all of your needs to us including your 
mobility, sensory, learning, social or general support needs. 
The more we know about your needs the better we can 
support you. Support with completing this application 
process is available if you need it or we can advise you 
about using the NAS online Application process; please tell 
us your preference when you call.  

 

 Confidentiality is of great importance to us and our existing 
clients; often it means different things to different people. 
We will place great importance on this at your interview so 
MAKE SURE you let us know what is most important to you 
when arranging your interview and in disclosing your 
support needs and circumstances. 

 

 You can bring someone along to support or help you at the 
recruitment interview. In particular we often have parents, 
social workers, teachers, carers and support workers 
attending interviews with potential Apprenticeship 
Candidates. 

 

 Making an application to join a work-based learning 
apprenticeship involves a mix of formal and informal 
processes set over a short period of time. The initial 
interview with our Business Development Consultants is 
quite informal and friendly and is intended to ensure that 
you identify the course or learning programme that most 
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suits your career aspirations and needs. At this stage 
Business Development Consultants will explore what 
funding opportunities are available for you. 

 

 Depending upon your suitability for the programme and 
your choice to proceed or not following the initial interview 
you will make an application using the NAS Vacancy 
Matching site to employers for an advertised position. Our 
staff will help you with this if required. 

 

 Apprenticeship candidates are employed directly in industry 
in a real work environment for the duration of the 
Apprenticeship. 

 

 The Business Development Unit team will help you with 
arranging employer interviews wherever possible and 
where travelling any distance presents a problem. 

 

 You will be provided with all the support and preparation 
you need to attend employer interviews. 

 

 Once a suitable employer is established through successful 
interview/s, you will be given a start date. 

 

 Your Business Development Consultant will then accept 
you formally onto the course or apprenticeship programme 
and complete all the documentation required, with you and 
your employer. 

 

 Once successful at gaining an Apprenticeship position with 
an employer, through interview, you will be invited back to 
tpm to undertake PC and paper-based Initial and 
Diagnostic Assessments to establish your preferred 
learning style and what level of English, Maths and if 
applicable ICT you have, already developed and attained. 
As part of inclusive policies we offer all applicants the 
opportunity to undertake computer-based Dyslexia 
screening. These Initial Assessment processes are nothing 
to worry about and we can describe and explain every step 
as you wish. However they are very important as they can 
help identify the level and type of support that you may 
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require from us to ensure you succeed whilst on your 
chosen course.  

 

 If you already know or suspect that you have some learning 
support need, or specific learning difficulty or disability, 
please donôt worry over this just tell us at your application 
stage. This is very important and we understand how 
difficult it is to tell relative strangers this level of information 
for fear that you will be judged or excluded. Telling us 
openly and honestly about your needs at this point is purely 
in order to establish the right information and support 
structure for you as an individual. 

 

 Sometimes professional specialists external to tpm may be 
invited to a part of the recruitment process, with your 
consent, to help assess some students with specific 
physical, sensory, behavioural or learning needs. Typically 
we work with agencies like Connexions, Dyslexia 
Foundation, Autism Initiatives, YPAS and other social 
inclusion professionals. 

 

 You will be inducted using a variety of methods by tpm 
staff, which gives you all the relevant information about how 
the course or apprenticeship programme works and 
includes a meeting with our Learner Support Manager 
(Paula Ebden) who will review your support needs with you 
according to the results of your Initial and Diagnostic 
Assessments. Paula will explain the types and levels of 
support resources available at tpm and what you can 
expect along the way. 

 

 You may attend our Lime Street Centre (usually one day or 
one half day per week) for teaching with occupational and 
or Key/Functional Skills teachers. 

 

 Once established onto your course or apprenticeship 
programme you will be assigned an occupationally 
competent óPersonal Assessorô who will visit you regularly 
to agree learning goals with you; monitor your progress and 
provide information, support and guidance in your chosen 
qualification. 
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4 support 
Who can I contact about admissions support? 
 
Whether you are already undertaking a work-based learning 
course, apprenticeship or are new to tpm the Business 
Development Unit Team can be contacted for information 
advice and guidance on: 

 
 
Phone                            Fax 
 
0151 709 6000       0151 709 1457         

 
 
enquiries@tpmnow.co.uk 
 

 
 
Tracy Galvin 
Business Development Manager 
 
 
 
 
 
Neil Pritchard 
Snr. Business Development Consultant 
 
 
 
 
Beverly Duff 
Business Development Administrator 
 
 
 
 

Our Business Development Consultants and our Business 
Development Administrator are based on the Ground Floor of 
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our centre, next to the reception area. Our centre is at 62-64 
Lime Street, Liverpool and we work between 9am and 5pm 
Mon. to Fri. Consultants usually make workplace visits in the 
afternoons so mornings are usually office based. 

 
Who can I contact about learning support? 
 

Paula Ebden; our Learner Support Manager is 
responsible for managing the range of learning 
support services and resources to clients. Paula 
is available to speak with you about our services 
and any concerns or comments you may have. 
Paula and her team can be contacted through our 

main number on 0151 709 6000 or by email: 
Paula.Ebden@tpmnow.co.uk 
 

 
Paul Stone: our óKey/Functional Skills Teacherô 
delivers English and Maths tutorials throughout 
the day in centre and these are available at 
convenient times to fit in with your occupational 
teaching attendance. Paul can be contacted 
through our main number on 0151 709 6000 or by 

email: Paul.Stone@tpmnow.co.uk 
 

The Business Development Unit Team and the Learner 
Support Manager can also work with you to access external 
support through external specialist agencies to help 
Apprenticeship Candidates with some physical or sensory 
disabilities or specific social difficulties. 
 

We have established relationships with many network 
agencies and support organisations. We are happy to take 
referral from external support agencies and make referrals as 
part of a support package. 
 

If you have already been through the recruitment and induction 
process you will also have been assigned a personal 
Tutor/Assessor for occupational learning support and guidance 
and will usually have their mobile phone number for support in 
addition to the people named above. 

 

 
 

mailto:Paula.Ebden@tpmnow.co.uk
mailto:Paul.Stone@tpmnow.co.uk
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5 facilities  
Staff 
Your personal Tutor/Assessors and Teachers are all very 
experienced and occupationally competent in your chosen 
qualification and industry. 
 
All tpm staff undertake a compulsory Equality and Diversity 
Qualification and training when they join the company and as 
part of their continuing development of equality and diversity 
awareness staff have also received specific training on óRace 
Equality Developmentô óDyslexia Awarenessô, LGBT issues, 
Gender Identity, Autism Spectrum Disorders as well as 
nationally certificated diversity training courses including; 
óWelcoming Disabled Customersô and óRespect for Peopleô. 
 
We employ staff with a range of teaching and learning support 
skills and qualifications. Several of these have qualifications to 
support clients with English and maths in each of the main 
areas of learning. 
 
Collectively our learning-support and support teaching staff 
hold qualifications in Deaf Awareness and Dyslexia 
Recognition and Analysis; Basic Skills Teaching, Learner 
Support and have extensive experience of supporting clients 
with: 

 

 Learning difficulties/disabilities 

 Visual Impairments 

 Hearing Impairments 

 ASD 

 Dyslexia 

 Dyspraxia 

 Basic Skills, Key Skills and Life Skills 
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First Aid  
tpm is not a big enough concern to have its own medical staff 
however, we have several óFirst Aid at Workô certificated staff:  

 Brian Quinn 

 Susan Duffy 

 Anita Jones 

 Steven Clark 

 Lesley Lavin 

 Tammy Vickery 

 Olly Brown 

 Lisa Riley 

 Paula Ebden 
 

If you have a medical condition or health concern you may 
want to make Brian or one of the other staff aware of your 
particular circumstances so that they will know how to best 
support you should you need their care or help and 
additionally so that you get to know them in person. 

 
Technology and Equipment 
Our training centre at 62-64 Lime Street, has a lift 
which provides access to all client training rooms; 
ICT Suites and facilities. 

 
We have a 6 workstation ICT Suite and an 
internet lounge both on the ground floor level 
which are fully accessible for clients. There 
are fully accessible (height adjustable) 
workstations designed specifically for 
wheelchairs. 
 
 

 
 
The Basement Key/Functional Skills 
Suite has 7 PC workstations including a 
fully accessible (height adjustable) 
workstation designed specifically for 
wheelchairs.  
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There are three main training rooms 
each of which has 15 networked 
computer work stations, for use 
during teaching and for on-line study 
and examinations. 
 

 
These training rooms and ICT Suites were newly refurbished 
and updated in 2008 and have excellent ICT hardware 
operating Microsoft Windows XP, Microsoft Office 2007, 
including Word processing, Spreadsheets, Presentations, 
Databases, Desk top Publishing and Broadband internet 
access. 
 

Bespoke dyslexia screening software 
called óInstinesô is used during initial 
assessment of all clients. This enables 
us to establish improved and more 
individual learning support. This 
software is professionally licensed and 
fully supported for permanent use by 

the Dyslexia Foundation. http://www.dyslexia-help.org/ 
 

Similarly, we have a whole range of software 
based learning and support resources 
including speech to text software. This is 
typically used in one-to-one work by 
appointment with our Learner Support Team. 

 
Government approved and designed Diagnostic Initial 
Assessment software (Move On) is used extensively for initial 
assessment and for key/skills for life development with all 
Apprentices. 

 
Cerium overlays are available readily and used 
regularly by clients with visual difficulties or 
sensitivities, such as Myers-Irlen Syndrome. 
 
Multi-media Presentation Equipment is 
available for use in all training rooms and ICT 
Suites. 


