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Glossary 



Introduction  

On 1st May 2017 the government launched the Reform of Apprenticeships, the biggest 

change that has taken place to vocational training and education since the launch of 

government supported apprenticeships over 20 years ago.  

The government has placed the employer at the very centre of Reform. Employers have 

been involved in designing the new standards through ‘steering groups’; employers are in 

charge of managing the apprenticeships through the new Institute for Apprenticeships; and 

the very largest of employers are paying for much of the apprenticeship programme 

through the Apprenticeship Levy. Of course, it goes without saying that alongside Reform 

there are a whole new set of rules which training providers must follow.   

For the hairdressing and barbering industry, our ‘steering group’ has developed the Level 2 

Diploma for Hair Professionals as a new standard for all new entrants to our industry. We 

have produced this Handbook with the aim of clearly explaining the role of the Academy in 

delivering the new Level 2 Diploma and to guide the Academy team as much as possible on 

how to gather the evidence needed to show we are all operating within the funding rules. 

We know the apprenticeship system appears quite complex, if we could, we would remove 

many of the seemingly pointless rules the government insists upon, but we can’t.  Please 

treat this Handbook as a first point of reference.  However, do not hesitate to contact your 

Regional Training Advisor or any of the Cheynes Training team if you are unsure about any 

aspects of the apprenticeship programme. The following page gives a brief summary of 

who to contact for assistance in different areas of the programme.  

The Education and Skills Funding Agency (ESFA) is responsible for apprenticeships in 

England, their role is to regulate all government funded education and skills training.  The 

guidance contained in this Handbook applies to apprentices registered with ESFA from May 

2017.  All apprentices who were registered before May 2017 will continue to operate under 

the 2016-17 funding arrangements; this means you will need to operate with two Academy 

Handbooks, this one and the 2016-17 version. Please also note that 6008 Hairdressing or 

Barbering Level 2 framework remains available for apprentices to be registered on; the 

funding for 6008 is much lower and the 2017 funding rules will apply so we feel there is 

little to be gained. 

Please also note that this Academy Handbook is a ‘working version’ a final version may be 

made available in late 2017 or early 2018.  This working version along with any final 

version of the Academy Handbook forms part of the Academy Training Agreement between 

the Academy and Cheynes Training and can only be varied by the written authority of the 

Programme Director of Cheynes Training. 

Every attempt has been made to provide accurate information in the Handbook, however, 

such is the nature of funding supported apprenticeship training that ‘in-year’ changes to the 

Handbook may be necessary.  Changes that are imposed by the Education and Skills 

Funding Agency, City and Guilds or Ofsted are outside of the control of Cheynes Training 

and therefore must be implemented. 

                                                      William Howarth, Programme Director, July 2017 



Cheynes Training Contact Details 

Cheynes Training 

15 Hope Street 

Edinburgh, EH2 4EL 

0131 476 7100 
 

Programme Director 
 

William Howarth – 0771 034 0048 – william@cheynestraining.com   

Responsible for all areas of Cheynes Training operations but leads on legal and contracting, 

policies and procedures and systems development.  
 

Technical Director 
 

Melanie Mitchell – 0797 172 7654 – melanie@cheynestraining.com   

Leads on teaching, learning and assessment for NVQs, functional skills and stretch and 

challenge. Covers IQA and EQA liaison with City & Guilds and also leads on Ofsted, ALS and 

the Prevent Duty. 
 

Safeguarding Lead 
 

Melissa Birch – 0795 828 4266 – melissa@cheynestraining.com  

Leads on all issues relating to safeguarding (also see Emma Crombie, below, who is the 

head office safeguarding co-ordinator) 
 

Awarding Body Registration 
 

Pam Runciman – 0131 476 8526 – pam@cheynestraining.com   

Leads on City & Guilds administration including new starts, BKSB, awarding body 

registration, learner certification and also early leavers 
 

Education and Skills Funding Agency Registration 
 

Shona Osborne – 0131 476 8528 – shona@cheynestraining.com    

Leads on all areas of funding including apprentice registration, student loans, ALS and AGE 

grants, learner data and ESFA audit trail evidence 
 

IT Support 
 

Tricia Barnes – 0131 478 4619 – tricia@cheynestraining.com  

Webmaster and IT lead including on-line assessment, BKSB systems, IT support, and 

Apprenticeship Vacancy Matching, etc.  Also leads on due diligence and DBS evidence 
 

Teaching and Learning Resources 
 

Emma Crombie – 0131 476 8524 – emma@cheynestraining.com  

Learner resources including logbooks and portfolios and other learner materials, Monthly 

Attendance Reports and learner surveys. Emma is also head office Safeguarding admin. 
 

Accounts  
 

Shelley O’Reilly – 0131 478 4602 – shelley@cheynestraining.com  
 

Health and Safety Support 
 

Jim Reid – 0131 476 7100 – enquiries@cheynestraining.com  
 

*please note, contact with Jim Reid must be through Tricia Barnes 
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Overview of Responsibilities 

Responsibilities of the Academy 

The Academy must: 

• Hold a valid Academy Training Agreement with Cheynes Training; 

• appoint a Head of Centre (HOC), this person will be the main point of contact for all 
apprenticeship activity undertaken at the Academy. Any new HOC must undertake a 
HOC Induction Review with Cheynes Training;  

• work with Cheynes Training to complete all due diligence including financial health 
checks and other requirements that the Education and Skills Funding Agency requires 
Cheynes Training to undertake with all subcontractors;  

• when requested by Cheynes Training, accurately complete an Academy Self Assessment 
and promptly return this to Cheynes Training; 

• where required by law (usually when working with the employees of other employers), 
the Academy must ensure all safeguarding requirements are in place for all those 
working with young people under the age of 18 or others who may be vulnerable. 

• provide a healthy and safe environment for each apprentice to work and train in 
accordance with current health and safety and safeguarding legislation; 

• hold a valid employer’s and public liability insurance certificate and comply with all fire 

safety regulations; 

• actively implement a Cheynes Training approved policy on Equality, the Prevent Duty 
and Fundamental British Values and assist Cheynes Training in the monitoring of 
compliance with these policies. 

 

Responsibilities of Cheynes Training 

Cheynes Training must: 

• communicate with the Academy on a regular basis to ensure the Academy is aware of 
new developments within the apprenticeship programme and their own performance 
compared with others involved in the Cheynes Training programme. 

• provide information on the Cheynes Training website regarding the full range of services 
and support which is available to the Academy.  

• assist in the ongoing development and quality improvement of the Academy by holding 
regular visits, quality audits and quality performance review meetings resulting in the 
development of quality improvement plans; 

• provide the services of a Regional Training Advisor and other specialists to assist the 
Academy team with advice, guidance and the support necessary for the implementation 
and successful delivery of the apprenticeship programme; 

• provide effective documentation, portfolios, wall charts and other teaching, learning and 
assessment materials in order that the Academy team have the resources necessary for 
the successful delivery of the apprenticeship programme; 

• ensure that the Academy is aware of the achievement targets outlined in this Handbook 
and that the Academy is capable of achieving these targets and is actively working 
towards their achievement; 

• monitor compliance of the Academy Training Agreement between the Academy and 
Cheynes Training, and compliance with the funding rules set by the Education and Skills 
Funding Agency for the apprenticeship programme and with the guidelines for 
assessment and internal verification set by the awarding organisation. 



Quality Assurance Arrangements 

Quality assurance plays a key role in the apprenticeship programme. There are two audit 

and inspection systems designed to look at every aspect of apprenticeships. The Education 

and Skills Funding Agency (ESFA) audit team looks at audit trail systems and procedures, 

and Ofsted, which is mainly concerned with ensuring that apprentices are benefitting from 

the apprenticeship programme. In addition, each awarding organisation, for example, City & 

Guilds, has systems to verify assessment decisions. Any one of these three organisations has 

the authority to suspend apprenticeship activity if evidence of malpractice is identified. 
 

Key points regarding Quality Assurance include:  
 

• Financial health checks may be requested by the Education and Skills Funding Agency, 
normally these are made to training providers, including Academies with a level of 
funding from all government sources greater than £100,000.   

• All main training providers – including Cheynes Training - must complete an annual due 
diligence process on all subcontractors in order to ensure they are financially stable and 
are unlikely to bring the apprenticeship programme into disrepute. 

• Any location where apprenticeship training takes place must be checked to ensure it 
provides a healthy and safe environment for each apprentice to work and train in 
accordance with current health & safety and safeguarding legislation; 

• Where training is delivered by an Academy to employees of a different employer, 
safeguarding procedures must be in place to ensure that all adults involved are not 
barred from working with those under the age of 18 or with vulnerable adults. 

• All training providers, including academies are required to have an effective Health and 
Safety, Safeguarding, Prevent Duty and Equality policy in place. Where such a policy is 
not in place, the Academy must follow the relevant Cheynes Training policy (which may 
be downloaded from the Cheynes Training website. 

• Key responsibilities that MUST be observed include: 
 

                    The Academy                                          Cheynes Training 
 

• A current Academy Training Agreement 
signed by both parties must be in place 

• If using the Academy’s own centre 
accreditation, evidence of awarding 
organisation accreditation along with EQA 
reports 

• Salon Health Checks showing that the 
Academy and each employer the 
Academy works with is operating at Low 
Risk or better  

• Evidence of DBS checks if the Academy 
works with the employees of another 
employer  

• Effective policies on health & safety, 
safeguarding, equality, the Prevent Duty 
(inc Fundamental British Values) and any 
other areas that to ensure the health, 
safety and welfare of apprentices 

• A completed Prevent Duty risk 
assessment and, if required, a completed 
Safeguarding risk assessment 

 

• A current Academy Training Agreement 
signed by both parties must be in place 

• Records of due diligence showing the 
Academy has been checked for financial 
viability 

• Evidence that the Academy is registered 
on the UK Register of Learning Providers  

• Where required, evidence that the 
Academy is on the Register of Training 
Organisations, the Register of 
Apprenticeship Training Providers  

• A copy of Salon Health Checks showing 
the Academy and each employer the 
work with is currently operating at Low 
Risk or better  

• Evidence of DBS checks if the Academy 
also works with the employees of a 
different employer 

• Evidence of monitoring compliance with 
all required policies to ensure the health, 
safety and welfare of apprentices. 



Programme Quality  

It is the aim of Cheynes Training to deliver the Level 2 Hair Professional Diploma 

apprenticeship programme with the highest level of quality possible and in the most 

effective way for the benefit of apprentices and their employers. 

 

Responsibilities of the Academy 
 

• Ensure that at all times during teaching and learning or during work each apprentice has 

adequate supervision that is covered by written procedures; 

• ensure that the premises and equipment used by apprentices are regularly inspected by 

a person responsible for implementing safety monitoring under the relevant health and 

safety legislation; 

• notify all apprentices in writing of any prohibited or restricted area (which includes 

equipment, processes, procedures or work zones) and do all that is necessary to protect 

apprentices from exposure to any such restricted area; 

• provide individual support to any apprentice that is progressing slowly or experiencing 

difficulty with the demands of the apprenticeship programme; 

• promptly inform Cheynes Training of any apprentice that the Academy team considers to 

be a ‘Candidate at Risk’ of not completing their apprenticeship programme for whatever 

reason; 

• Attendance at Academy Briefings and other high-level briefing sessions. 

 

Responsibilities of Cheynes Training 
 

• Support the Academy team with appropriate quality assurance and audit systems as that 

accurately identify strengths and weaknesses within the Academy provision;  

• monitor the Academy’s quality assurance arrangements to ensure that apprenticeship 

programme delivery continues to meet apprentice, employer, Education and Skills 

Funding Agency, Ofsted and awarding organisation requirements; 

• provide additional on-going support, advice and guidance necessary for the delivery of 

the apprenticeship programme including a twenty-four-hour telephone hot-line service to 

the Programme Director in case of emergencies; 

• conduct internal audit activities to ensure that there is sufficient evidence on file to 

support monthly financial claims to the Education and Skills Funding Agency in order to 

draw down funding; 

• provide advice and support to the Academy team to ensure continuous improvement in 

programme delivery and each apprentices’ experience of the apprenticeship programme, 

such support will include the setting up and ongoing development of an Academy; 

• manage the arrangements set out by Ofsted should Cheynes Training and our academy 

partners be selected for inspection. 

 

  



Essential Information Flows  

Cheynes Training understands the importance of good communication and keeping 

everyone involved in the apprenticeship programme fully up-to-date with all new 

developments.  We have developed a range of approaches, high-lighted below, which 

ensure all those involved continue to receive essential information relating to the 

apprenticeship programme. 

 

Information to the Apprentice - Cheynes Training provides: 
 

• A named Regional Training Advisor for each apprentice 

• Regular one-to-one meetings with the Regional Training Advisor 

• An Apprentice Handbook which fully explains the programme 

• A Learning Story folder to store important information 

• Additional support for any apprentice who falls behind  

• An Apprentice Induction Check to ensure each apprentice understands the programme 

• Apprentice email alerts explaining new developments affecting apprentices 

• An Apprentice Zone on the Cheynes Training website to provide information 

• Cheynes Training Facebook page to help keep apprentices motivated 
 

Information to the Employer - Cheynes Training provides: 
 

• An Employer Guide to Apprenticeships 

• An Employer Training Agreement detailing employer responsibilities 

• A Salon Induction Guide to help employers with salon induction 

• An Apprentice Start / Completion Letter 

• Employer email alerts 

• An Employer Zone on the Cheynes Training website 

• A bi-monthly ETB Newsletter 

 

Information to the Academy Partner - Cheynes Training provides: 
 

• 24/7 access to the Programme Director in case of emergency 

• Quality Performance Reviews with directors of Cheynes Training 

• A Regional Training Advisor  

• Regular one-to-one meetings with the Academy team 

• Academy Handbook 

• Academy Briefings 

• A bi-monthly ETB Newsletter 

• A bi-monthly e-Update Newsletter 

• Educator and Assessor Zones on the Cheynes Training website 

• Educator email alerts 

 

   



1 Apprentice Programme Marketing 

Overview 

This section relates to employers who wish to find a new apprentice to employ. 
 

Cheynes Training encourages employers to use the Recruit an Apprentice service (this is 

also known as Find Apprenticeship Training when used by potential apprentices).  
 

To take advantage of this service, the employer may contact Cheynes Training directly, 

alternatively the Academy should enter details of any vacancies on the Monthly Attendance 

Report, stating how many hours the apprentice will normally work each (the normal 

working hours for an apprentice is 40 hours maximum per week - with eight hours 

minimum training).  
 

Cheynes Training will then post the vacancy on the Find Apprenticeship Training website. 

 

Key Documentation / Resources 

• Employer Guide to Apprenticeships 

• Recruit an Apprenticeship information 

• Find Apprenticeship Training website 

• Monthly Attendance Report 

• Apprentice Role Description 

• Apprentice Interview form 

• Copy of National Minimum Wage Information Sheet 

 

Procedure for Apprentice Programme Marketing 

1. The Academy contacts Cheynes Training on behalf of an employer, or …  

2. … an employer contacts Cheynes Training about recruiting an apprentice 

3. The Academy provides details of the vacancy on a Monthly Attendance Report, or … 

4. … Cheynes Training takes details of the vacancy directly from the employer 

5. Details of a vacancy from an employer must be confirmed by email or by the use of a 

Monthly Attendance Report 

6. Cheynes Training posts the vacancy on the Find Apprenticeship Training website for an 

initial three month period 

7. Potential apprentices contact the employer to follow up the vacancy 

8. The Academy (or the employer) advises Cheynes Training if the vacancy should 

continue to be posted beyond the closing date. 

9. The Academy (or the employer) advises Cheynes Training when a vacancy is filled 

10. Vacancies are automatically removed from the Find Apprenticeship Training site once 

the closing date has passed 
 
 

If you have any questions about this procedure please contact tricia@cheynestraining.com  
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1 Apprentice Programme Marketing  

Key apprentice objective: Ensure potential apprentice applicants are aware of the 

opportunities available through Cheynes Training and the Academy 

 

Key employer objective: Ensure potential employers are aware of the apprenticeship 

opportunities available through Cheynes Training and the Academy 

 

Key delivery objective: Ensure all current vacancies are notified to Cheynes Training for 

placing on the Find Apprenticeship Training system and they are removed once the vacancy 

has been filled 

 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Not applicable 

 

Evidence to be held by the employer 

• Copy of email advising Cheynes Training of a vacancy 

 

Evidence to be held by the Academy 

• Copy of Monthly Attendance Report with details of a vacancy 

 

Evidence to be held by Cheynes Training 

• Monthly Attendance Report with details of a vacancy 

• Copy of email from employer advising Cheynes Training of a vacancy 

 
 

 

Space for Academy Notes 
 

  



2 Employer Contracting 

Overview 

This section covers the requirement for an employer to contract with Cheynes Training. 
 

Under new rules introduced from May 2017, the employer’s role in the apprenticeship 

programme becomes even more important. The new rules make clear that Cheynes 

Training, as the main provider, must establish and maintain a relationship with the 

employer and that there must be a legal agreement in place between the employer and 

Cheynes Training to formalises the relationship. Documentation used by Cheynes Training 

to establish the relationship with the employer is contained in the Salon Start Pack [SSP]. 

 

Key Documentation (all contained in SSP) 

• Introduction Letter from Cheynes Training 

• Employer Guide to Apprenticeships 

• Outline Delivery Plan 

• Employer Training Agreement (two copies) 

• Salon Health Check (for reference) 

• Recruit an Apprenticeship information (for reference) 

• Apprentice Role Description (for reference) 

• Apprentice Interview form (for reference) 

 

Procedure for Employer Contracting 

1. An employer contacts Cheynes Training about the apprentice programme, or … 

2. … the Academy alerts Cheynes Training about an enquiry the Academy has received 

from an employer  

3. Cheynes Training contacts the Academy or in some cases a Regional Training Advisor 

(RTA) to agree an action plan to help the employer take on an apprentice 

4. Cheynes Training sends a Salon Start Pack [SSP] to the Academy (or to the RTA) 

5. The Academy (or RTA) meets with the employer to discuss their apprenticeship needs 

6. Using the Salon Start Pack, the Academy (or RTA) explains the apprenticeship system 

and requirements to the employer 

7. (The employer contacts Cheynes Training with any follow-up questions about the 

apprenticeship programme) 

8. The employer signs both copies of the Employer Training Agreement and returns both 

copies to Cheynes Training in the FREEPOST envelope provided 

9. Cheynes Training receives the Employer Training Agreement and signs both copies 

and returns one copy to the employer in the Start Confirmation Pack [SCP] 

10. Cheynes Training informs the Academy (or RTA) that an Employer Training Agreement 

is in place 

11. Cheynes Training sends an Apprentice Enrolment Pack [AEP] to the Academy (or to 

the RTA) 

 

If you have any questions about this procedure please contact william@cheynestraining.com  
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2 Employer Contracting  

Key apprentice objective: Not applicable 
 

Key employer objective: Ensure the employer understands the content of the 

apprenticeship programme; the role of Cheynes Training; the contracting requirements and 

how the apprenticeship programme will be delivered to their employee  

 

Key delivery objective: Ensure that Cheynes Training establishes a relationship with the 
employer, accurate employer details are collected and passed to Cheynes Training; and a 
check is made using the Salon Health Check to ensure all legal workplace requirements are 
in place. 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Not applicable 

 

Evidence to be held by the employer 

• Employer Guide to Apprenticeships 

• Signed copy of the Employer Training Agreement 

 

Evidence to be held by the Academy 

• Completed Salon Health Check 

 

Evidence to be held by Cheynes Training 

• Signed copy of the Employer Training Agreement 

 
 

Space for Academy Notes 
 

  



3 Apprentice Selection 

Overview 

This section relates to the employer’s selection of an apprentice to employ. This process is 

crucial to the success of the apprenticeship programme. 
 

The employer must be satisfied that the new apprentice will fit into the salon team and 

Cheynes Training and the Academy must be satisfied that the apprentice meets the 

apprentice eligibility criteria and that they capable of completing the apprenticeship 

programme. 
 

Please note, BKSB screening via the Cheynes Training website must be completed prior to 

sending in A-DEC forms. 

 

Key Documentation  

• Employer Guide to Apprenticeships  

• Recruit an Apprenticeship information 

• Apprentice Role Description 

• Apprentice Interview form 

• Apprentice Details and Eligibility Check (A-DECs) 

 

Procedure for Apprentice Selection 

1. Employer interviews the potential recruit 

2. Employer makes an offer of employment to the potential recruit 

3. Potential recruit accepts the offer of employment 

4. Employer informs the Academy (or the RTA) they have selected a new recruit 

5. The Academy (or the RTA) completes BKSB screening via the Cheynes Training 

website 

6. Academy (or the RTA) and the potential apprentice complete Apprentice Details and 

Eligibility Check (A-DECs) and scans or posts the A-DECs to Cheynes Training  

7. Cheynes Training checks the eligibility of the new recruit and informs the Academy of 

any issues identified 

 

If you have any questions about this procedure please contact william@cheynestraining.com  
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3 Apprentice Selection  

Key apprentice objective: Ensure the new apprentice fully understands the requirements 
and content of the apprenticeship prior to their recruitment onto the programme 
 

Key employer objective: Ensure employer has chosen an apprentice who is capable of 

completing the apprenticeship programme 
 

Key delivery objective: Ensure all required information is collected for each applicant and 

this is passed to Cheynes Training in a timely manner using the A-DECs form 

 

 

Evidence Requirements 
 

Evidence to be held by the apprentice 

• Not applicable 

 

Evidence to be held by the employer 

• Copy of Apprentice Interview form 

 

Evidence to be held by the Academy 

• Copy of the completed A-DECs form 

 

Evidence to be held by Cheynes Training 

• Completed A-DECs form 

 
 

Space for Academy Notes 

  



4 Apprentice Recruitment and Salon Induction 

Overview 

This section relates to the employer recruiting a new apprentice and taking them through 

the salon induction process. 
 

The recruitment of an apprentice occurs when an offer of an apprenticeship is made by the 

employer and accepted by the apprentice.  A date for starting the apprenticeship is agreed 

between the employer and apprentice and this date become the first day of work and the 

start of the apprentice’s salon induction.  
 

The apprenticeship place is confirmed only when the apprentice successfully completes their 

salon induction which lasts for a minimum of six weeks from the first day of starting the 

salon induction. 

 

Key Documentation  

• Employer Guide to Apprenticeships 

• Salon Induction Guide (or similar in-house documentation) 

 

Procedure for Recruitment and Salon Induction 

1. Apprentice starts working at the salon 

2. Salon undertakes salon induction using the Salon Induction Guide (or similar in-house 

documentation) 

3. Academy (or RTA) monitors the apprentice during salon induction 

4. Employer informs Academy (or RTA) when apprentice completes salon induction 

5. Academy (or RTA) confirms to Cheynes Training when the apprentice has completed 

salon induction by sending a completed A-DECs form to Cheynes Training 

 

If you have any questions about this procedure please contact tricia@cheynestraining.com  
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4 Apprentice Recruitment and Salon Induction 

Key apprentice objective: Ensure the potential apprentice under-stands the nature of the 
work, is happy at the salon and has the level of commitment required to complete the 
apprenticeship programme in a timely manner 
 

Key employer objective: Ensure the employer is confident that the potential apprentice 

fits into the salon team and operations and has the commitment required to complete the 

programme in a timely manner 
 

Key delivery objective: Ensure all required data is collected on the apprentice 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Salon Induction Guide 

 

Evidence to be held by the employer 

• Sign off sheet from Salon Induction Guide 

 

Evidence to be held by the Academy 

• Not applicable 

 

Evidence to be held by Cheynes Training 

• Not applicable 

 
 

Space for Academy Notes 

  



5 Apprentice Initial Assessment 

Overview 

This section relates to the initial assessment of the apprentice. 
 

Following the recruitment of the apprentice, and prior to their enrolment on the 

apprenticeship programme, Cheynes Training and the Academy must carry out an initial 

assessment of the apprentice’s basic skills abilities and once completed, Cheynes Training 

must be advised that the assessment has taken place by ticking the box on the A-DECs 

form.  

 

Key Documentation  

• BKSB Online systems – via Cheynes Training website, www.cheynestraining.com  

 

Procedure for Apprentice Initial Assessment 

1. A member of the Academy team (or RTA) and the apprentice will conduct a BKSB 

Online initial assessment and a diagnostic assessment  

2. The Academy team member (or RTA) navigates to the BKSB Online page on the 

Cheynes Training website  

3. The Academy team member (or RTA) explains to the apprentice how the BKSB system 

works 

4. The apprentice completes the BKSB initial assessment and diagnostic assessment 

5. The Cheynes Training head office team will advise the Academy of the score and if the 

apprentice scores below Level One, the apprentice should retake BKSB a second time 

(we find that some apprentices rush the assessment the first time they take it) 

6. The Academy team member (or RTA) completes an action plan to address the 

apprentice’s areas of weakness 

7. The Academy team member (or RTA) updates the apprentices Individual Learning 

Agreement (ILA) 

8. Evidence must be gathered to show progress from the starting point to the completion 

of the apprenticeship 

 

 

If you have any questions about this procedure please contact pam@cheynestraining.com  
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5 Apprentice Initial Assessment  

Key apprentice objective: Ensure the apprentice understands the level of their basic skills 
at start of apprenticeship programme 
 

Key employer objective: Not applicable 
 

Key delivery objective: To ensure the basic skills starting point for each new apprentice is 
recorded accurately as the first step towards monitoring basic skills improvement throughout 
the lifetime of the apprenticeship programme. 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Copy of BKSB Online screening and diagnostics 
• A copy of the BKSB action plan 
• Records to show progression from starting point 

 

Evidence to be held by the employer 

• Not applicable 
 

Evidence to be held by the Academy 

• Copy of BKSB Online screening and diagnostics 
• A copy of the BKSB action plan 
• Records to show progression from starting point 

 

Evidence to be held by Cheynes Training 

• Copy of BKSB Online screening 
 
 

 

Space for Academy Notes 

  



6 Apprentice Enrolment with ESFA 

Overview 

This section relates to the enrolment of the apprentice on the government programme. A 

learner does not become an apprentice until they are registered with the Education and 

Skills Funding Agency (ESFA).  
 

For most employers, those with under 50 employees, apprentices who are registered before 

their 19th birthday are full funded by the government. 
 

Apprentices who are registered when aged 19 or older require the employer to make a co-

investment of 10% of the cost of training. The government pay the remaining 90%. 

 

Key Documentation contained in the Apprentice Enrolment Pack [AEP] 

• Individual Learning Agreement (ILA) 

• Commitment Statement 

• Individual Training Plan 

• Contract of Employment letter 

• Apprentice Agreement form 

• Individual Learner Record 

• Apprentice Support Checklist 

• Prevent Duty Fact Sheet 

• Proxy and Exemptions form 

• Client Consultation form 

 

Procedure for Apprentice Enrolment with ESFA 

1. Cheynes Training to send to Academy a part completed Apprentice Enrolment Pack  

2. Academy, apprentice and employer to complete the Individual Learning Agreement (ILA) 

3. Apprentice signs the Individual Learner Record 

4. Apprentice, employer and Academy to sign the Commitment Statement 

5. Apprentice and employer to sign the Apprentice Agreement form 

6. Apprentice and employer to sign the Contract of Employment Letter 

7. Employer signs both copies of the Individual Training Plan 

8. Apprentice to read and sign both copies of the Prevent Duty Fact Sheet 

9. Academy and apprentice to complete the Apprentice Support Checklist 

10. Academy and apprentice to complete the Proxy and Exemptions form 

11. Academy and apprentice to undertake training and sign the Client Consultation form 

12. Academy to return to Cheynes Training the fully completed Apprentice Enrolment Pack 

13. Cheynes Training to enter remaining information on PICs Learner Management System 

14. Cheynes Training to register apprentice with the Education and Skills Funding Agency 

15. Cheynes Training to confirm start of apprenticeship using the Apprentice Details 

Summary 

16. Cheynes Training to invoice employer for the Employer Co-investment if applicable 
 

 

If you have any questions about this procedure please contact shona@cheynestraining.com  

 

Please note. The Apprentice Enrolment Plan may go out of scope if not returned 

to Cheynes Training within approximately four weeks of the Expected Start Date  

mailto:shona@cheynestraining.com


6 Apprentice Enrolment with ESFA  

Key apprentice objective: Not applicable 
 

Key employer objective: Ensure the employer receives confirmation of learner’s 
enrolment, the results of their initial assessment and funding contribution made by 
government 
 

Key delivery objective: Ensure apprentice information is correct and submitted to the 

Education and Skills Funding Agency in a timely manner 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Completed Individual Learning Agreement (ILA) 

• Signed copy of the Commitment Statement 

• Copy of the Individual Training Plan  

• Signed copy of the Confirmation of Employment 

• Signed copy of the Apprentice Agreement 

• Signed copy of the Prevent Duty Fact Sheet 

 

Evidence to be held by the employer 

• Signed copy of the Commitment Statement 

• Signed copy of the Individual Training Plan 

• Confirmation of Employment 

 

Evidence to be held by the Academy 

• Copy of the A-DECs form 

• Copy of the Individual Learner Record 

• Original Individual Learning Agreement (ILA) 

• Copy of the Apprentice Support Checklist 

• Copy of the Client Consultation form 

• Copy of the Proxy and Exemptions pro-forma 

 

Evidence to be held by Cheynes Training 

• Original of the Individual Learning Record 

• Page 1 and 2 of Individual Learning Agreement (ILA) 

• Original of the Apprentice Support Checklist 

• Copy of the Commitment Statement 

• Signed copy of the Confirmation of Employment 

• Signed copy of the Individual Training Plan 

• Copy of the Apprentice Agreement 

• Signed copy of the Prevent Duty Fact Sheet  

• Original of the Client Consultation form 

• Original of the Proxy and Exemptions pro-forma 

 
 



7 Apprentice Registration with Awarding Organisation 

Overview 

This section relates to apprentice registration with City & Guilds through Cheynes Training’s 

approval to offer qualifications.  If your Academy holds approval with either City & Guilds or 

VTCT you must send apprentice registration numbers to Cheynes Training. 
 

A learner cannot be formally assessed for the L2 Diploma for Hair Professionals until they 

have been successfully registered with an awarding organisation and received a paper based 

or electronic portfolio.   
 

Cheynes Training registers apprentices with City & Guilds at or shortly after the date of 

enrolment with the Education and Skills Funding Agency (ESFA). The date of registration 

along with the awards the apprentice is registered for is shown on the Apprentice Details 

Summary. 

 

Key Documentation  

• Apprentice Details Summary 

 

Procedure for Apprentice Registration with Awarding Organisation 

1. Cheynes Training uses information for registration submitted on the A-DECs form 

2. Cheynes Training to enter all information on City & Guilds Walled Garden website –  

except where the Academy holds separate accreditation 

3. Cheynes Training prints off a copy of the Apprentice Details Summary 

4. Cheynes Training arranges for an Apprentice Portfolio Pack to be sent to the Academy 

(or RTA) – except where the Academy holds separate accreditation 

 

If you have any questions about this procedure please contact pam@cheynestraining.com  
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7 Apprentice Registration with Awarding Organisation 

Key apprentice objective: Not applicable 

 

Key employer objective: Not applicable 

 

Key delivery objective: Ensure apprentice information is correct and is submitted to the 
awarding organisation in a timely manner  
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Registration details to be recorded in the logbook or e portfolio 

 

Evidence to be held by the employer 

• Apprentice Details Summary 

 

Evidence to be held by the Academy 

• Apprentice Details Summary 

• Copy of Monthly Attendance Report (including apprentice registration number) 

 

Evidence to be held by Cheynes Training 

• Copy of Apprentice Details Summary 

• Copy of Awarding Organisation registration details 

 
 

Space for Academy Notes 
  



8 Apprentice Portfolio Pack 

Overview 

This section relates to apprentice resources provided by Cheynes Training. 
 

Unless alternative arrangements are agreed in writing, each apprentice shall receive from 

Cheynes Training an Apprentice Portfolio Pack [APP] (see Key Documentation A, below)  
 

Cheynes Training aims to courier the Apprentice Portfolio Pack to the Academy within five 

working days of the apprentice’s enrolment date. If a logbook is not received within 10 

working days, please contact Cheynes Training. 

 

Key Documentation A – Portfolio Pack for apprentices registered by Cheynes Training 

• Cheynes Training four ring binder 

Level 2 Diploma Laminate 

City & Guilds logbook 

Set of Unit Progress Sheets 

• Learning Story folder 

• Apprentice Handbook 

• Apprentice Diary 

• Consultation sheets 

• Witness Status List and Testimony 
 

Key Documentation B – Learner registered by Academy and using paper logbook 

• Cheynes Training four ring binder 

• Level 2 Diploma Laminate 

• Set of Unit Progress Sheets 

• Learning Story folder 

• Apprentice Handbook 

• Apprentice Diary 

• Consultation sheets 

• Witness Status List and Testimony 

 

Key Documentation C – Learner registered by Academy and using electronic logbook 

• No logbook pack is sent 
 

Procedure for sending out an Apprentice Portfolio Pack (A) 

1. Apprentice is registered with the awarding organisation 

2. Logbook pack is created and couriered to the Academy 

3. Academy meets with apprentice to explain the Apprentice Logbook Pack 
 

Procedure for sending out an Apprentice Portfolio Pack (B) 

1. Academy informs Cheynes Training that apprentice is registered with the awarding 

organisation 

2. Logbook pack is created and couriered to the Academy 

3. Academy meets with apprentice to explain the Apprentice Portfolio Pack 

 

If you have any questions about this procedure please contact emma@cheynestraining.com  

mailto:emma@cheynestraining.com


8 Apprentice Portfolio Pack  

Key apprentice objective: Not applicable 
 

Key employer objective: Not applicable 
 

Key delivery objective: Ensure appropriate Logbook Pack is couriered out to the Academy 

or salon in a timely manner 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Apprentice Details Summary 

• Logbook and inserts 

• Learning Story folder 

• Apprentice Handbook 

• Apprentice Diary 

• Consultation sheets 

• Witness Status List and Testimony 

 

Evidence to be held by the employer 

• Copy of Apprentice Details Summary 

 

Evidence to be held by the Academy 

• Copy of the Apprentice Details Summary 

 

Evidence to be held by Cheynes Training 

• Courier log showing Apprentice Logbook Pack has been sent 

 
 

Space for Academy Notes 
  



9 Start Confirmation 

Overview 

This section relates to providing the employer with all remaining key details of the agreed 

apprenticeship programme 
 

Shortly after the apprentice is enrolled with ESFA and registered with the awarding 

organisation, Cheynes Training will send the employer a Start Confirmation pack [SCP] 

which contains the remaining details of the apprenticeship programme. 

 

Key Documentation (contained in the Start Confirmation Pack) 

• Employer Confirmation Letter from Cheynes Training 

• Apprentice Agreement 

• Confirmation Statement 

• Individual Training Plan 

• Apprentice Details Summary 

• Employer Details Summary 

• Information about the Cheynes Training Disputes and Issues Resolutions procedure 

• Employer Feedback Questionnaire 

 

Procedure for sending the Start Confirmation Pack 

1. Apprentice is enrolled on the L2 Diploma for Hair Professionals apprenticeship 

2. Cheynes Training sends the employer a Start Confirmation Pack for the apprentice 

 

If you have any questions about this procedure please contact emma@cheynestraining.com  
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9 Start Confirmation  

Key apprentice objective: Not applicable 
 

Key employer objective: Ensure the employer has all remaining key details of the agreed 

apprenticeship programme 
 

Key delivery objective: Ensure the Start Confirmation Pack is sent to the employer in a 

timely manner 

 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Not applicable 

 

Evidence to be held by the employer 

• Start Confirmation Letter from Cheynes Training 

• Copy of the Apprentice Details Summary  

• Copy of the Employer Details Summary 

• Information about the Cheynes Training Disputes and Issues Resolutions procedure 

• Employer Feedback Questionnaire 

 

Evidence to be held by the Academy 

• Copy of the Start Confirmation Letter from Cheynes Training 

 

Evidence to be held by Cheynes Training 

• Copy of the Start Confirmation Letter  

• Employer Details Summary 

• Cheynes Training Disputes and Issues Resolutions procedure 

• Employer Feedback Questionnaire 

 
 

Space for Academy Notes 



10 Apprenticeship Programme Induction 

Overview 

This section relates to apprentices who have been enrolled with the Education and Skills 

Funding Agency and with the awarding organisation and have received their Apprentice 

Portfolio Pack [APP] or electronic portfolio. 
 

Please note that on-programme assessment cannot take place until the apprentice is 

registered with an awarding organisation. 

 

Key Documentation  

• Employer Guide to Apprenticeship Training 

• Level 2 Diploma Logbook 

• Apprentice Handbook 

• Learning Story folder 

• Candidate Diary  

• Apprentice Induction Review 

 

Procedure for Apprentice Programme Induction 

1. Academy (or RTA) receives the Apprentice Portfolio Pack [APP] from Cheynes Training 

2. Academy (or RTA) arranges a meeting with the apprentice, and where possible, with 

the owner or manager of the salon where the apprentice is employed 

3. Academy team member (or RTA) meets with the apprentice and using the Level 2 

Diploma Logbook, Apprentice Handbook and Learning Story folder, explains: 

The role of the Academy and that of CT 

The name of the programme the apprentice is on 

How the Apprentice Logbook works 

The apprentice Learning Story folder  

The apprentice’s Individual Learning Agreement (ILA) 

The apprentice’s Individual Training Plan 

How practical and theory training will be delivered by the Academy 

How the apprentice’s English and maths will be supported 

The importance of assessment and how it will be undertaken 

The role of the Academy and Cheynes Training in progress reviews 

The importance of keeping a diary/log (paper or electronic) 

The End Point Assessment process 

Assessment appeals procedure 

Staying safe – the importance of health and safety, safeguarding and Prevent 

4. An Apprentice Induction Review is undertaken by a member of the Cheynes Training 

team 

 

If you have questions about this procedure please contact  melanie@cheynestraining.com  
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10 Apprentice Programme Induction  

Key apprentice objective: Ensure the apprentice understands all parts of the 
apprenticeship and what they can expect to achieve on the programme 
 

Key employer objective: Ensure the employer understands the apprentice’s induction to 

the apprenticeship programme 
 

Key delivery objective: Ensure that the apprentice received an effective induction to their 

apprenticeship 

 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• City & Guilds (or other) Logbook 

• Apprentice Handbook 

• Learning Story folder 

• Candidate Diary 

• Apprentice Induction Review 

 

Evidence to be held by the employer 

• Employer Guide to Apprenticeship Training 

 

Evidence to be held by the Academy 

• Copy of Apprentice Induction Review 

 

Evidence to be held by Cheynes Training 

• Apprentice Induction Review 

 
 

Space for Academy Notes 
  



11 Planning Apprentice Learning 

Overview 

This section relates to the Level 2 Diploma for Hair Professionals standards only. 
 

At the outset of each apprenticeship, Cheynes Training and the employer will agree a plan 

for its delivery. This is achieved using the Individual Training Plan which is individual to the 

needs of each apprentice. 

 

Key Documentation  

• Employer Guide to Apprenticeship Training 

• Cheynes Training 2017 Apprenticeship Delivery Model 

• Individual Learning Agreement (ILA) 

• Individual Training Plan 

• Academy Annual Learning Plan 

 

Procedure for Planning Apprenticeship Learning 

1. Cheynes Training uses information submitted on A-DECs and taken from BKSB to 

create an Individual Training Plan 

2. Cheynes Training copies the Individual Training Plan to all key stakeholders 

Apprentice 

Employer 

Academy 

Cheynes Training 

3. Teaching and learning is scheduled into the Academy Annual Learning Plan  

 

If you have questions about this procedure please contact melanie@cheynestraining.com  
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11 Planning Apprentice Learning  

Key apprentice objective: Ensure the apprentice understands their Individual Learning 

Agreement (ILA) 

 

Key employer objective: Ensure the employer has information about the apprentice 

teaching and learning process 

 

Key delivery objective: Ensure the apprentice has an effective Individual Learning 
Agreement (ILA) covering all subject areas  
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Individual Learning Agreement (ILA) 

• Individual Training Plan 

• Academy Annual Learning Plan 

 

Evidence to be held by the employer 

• Employer Guide to Apprenticeships 

• Individual Training Plan 

 

Evidence to be held by the Academy 

• Cheynes Training 2017 Apprenticeship Delivery Model 

• Academy Annual Learning Plan 

 

Evidence to be held by Cheynes Training 

• Individual Learning Agreement (ILA) 

• Individual Training Plan 

• Academy Annual Learning Plan 

 
 

Space for Academy Notes 
  



12 Functional Skills Teaching and Learning 

Overview 

This section relates to the delivery of maths and English functional skills 
 

Apprentices on a Level 2 Diploma for Hair Professionals are required to complete maths and 

English functional skills at Level 1 unless the apprentice is exempt due to prior academic 

achievement.  Where an apprentice is exempt, the Academy must forward copies of 

exemption certificates to Cheynes Training within three months of apprentice registration.   
 

Please note: It is a requirement for each apprentice who has achieved maths and English 

functional skills at Level 1 (or who holds an exemption certificate) to complete the maths 

and English functional skills tests at Level 2. 

 

Key Documentation  

• Employer Guide to Apprenticeships 

• Cheynes Training 2017 Apprenticeship Delivery Model 

• Academy Annual Training Plan 

• Lesson plans for maths and English functional skills delivery 

• The apprentice’s Individual Training Plan 

• BKSB Diagnostics 

• Maths and English action plans 

 

Procedure for Delivering Functional Skills at Level 1 

1. The Academy reviews the apprentice’s action plans 

2. Functional skills is scheduled into Academy Annual Learning Plan 

3. Functional skills teaching and learning is delivered 

4. Apprentice takes the maths and English functional skills tests at Level 1. 

 
If you have questions about this procedure please contact melanie@cheynestraining.com  
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12 Functional Skills Teaching and Learning 

Key apprentice objective: Ensure the apprentice understands the functional skills 

teaching and learning process 

 

Key employer objective: Ensure the employer has information about the functional skills 

teaching and learning process so they are able to reinforce the teaching and learning 

 

Key delivery objective: Ensure the apprentice receives high quality functional skills 

teaching and learning 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Apprentice Individual Training Plan 

• Copies of evidence of prior Functional Skills achievement 

• BKSB Diagnostics Tests 

• English and maths action plan 

 

Evidence to be held by the employer 

• Employer Guide to Apprenticeships 

• Apprentice Individual Training Plan 

 

Evidence to be held by the Academy 

• Cheynes Training 2017 Apprenticeship Delivery Model 

• Apprentice Individual Training Plan 

• Academy Annual Training Plan 

• Lesson plans covering all aspects of learning delivery 

• Copies of evidence of prior Functional Skills achievement 

• Records of apprentice progression from starting point 

 

Evidence to be held by Cheynes Training 

• Apprentice Individual Training Plan 

• Copies of evidence of prior functional skills achievement 

 
 

Space for Academy Notes 

  



13 Hairdressing and Barbering Teaching and Learning 

Overview 

This section relates to the teaching and learning of the Level 2 Diploma for Hair Professionals 
 

The Level 2 Diploma for Hair Professionals requires the completion of the City & Guilds 7002 

award (or the equivalent VTCT award).  All teaching and learning must be delivered by 

teachers/tutors/trainers who have the required appropriate experience in their area of 

competence. Current professional development equating to 50 hours must be obtained 

between 1st September in any one year and 31st August in the following year. All Internal 

Quality Assurers (IQA) and assessors must attend Standardisation Meetings organised by 

Cheynes Training  

 

Key Documentation  

• Employer Guide to Apprenticeships 

• Cheynes Training 2017 Apprenticeship Delivery Model 

• Academy Annual Training Plan 

• Lesson plans covering all areas 

• The apprentice’s Individual Training Plan 

• English and maths action plan 

• Records of apprentice progression from starting point 

• Academy Teaching Register 

• Apprentice Monthly Targets 

• IQAs and assessors Professional Development plan 

• IQAs and assessors Continuous Professional Development log 

• Records of minutes from Standardisation Meetings 

 

Procedure for Delivering the Level 2 Diploma for Hair Professionals 

1. The Academy reviews the apprentice’s Individual Training Plan 

2. Teaching and learning planned according to the Academy Annual Learning Plan 

3. Teaching and learning is delivered 

4. Apprentice is assessed in line with awarding organisation requirements 

 
 

 

If you have questions about this procedure please contact melanie@cheynestraining.com  
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13 Hairdressing and Barbering Teaching and Learning 

Key apprentice objective: Ensure the apprentice understands the vocational teaching and 

learning process 

 

Key employer objective: Ensure the employer has information about the hairdressing and 

barbering teaching apprentices are receiving 

 

Key delivery objective: Ensure the apprentice receives high quality vocational teaching 
and learning and this is recorded 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Apprentice Individual Training Plan 

• L2 Diploma Logbook 

• Apprentice Monthly Targets 

 

Evidence to be held by the employer 

• Employer Guide to Apprenticeships 

• Apprentice Individual Training Plan 

 

Evidence to be held by the Academy 

• Cheynes Training 2017 Apprenticeship Delivery Model 

• Apprentice Individual Training Plan 

• Academy Annual Training Plan 

• Lesson plans covering all aspects of learning delivery 

• Apprentice Monthly Targets 

• IQA / assessor Personal Development Plan 

• IQA / assessor CPD log 

• Copy of minutes from Standardisation Meetings 

 

Evidence to be held by Cheynes Training 

• Cheynes Training 2017 Apprenticeship Delivery Model 

• Apprentice Individual Training Plan 

• IQA / assessor Personal Development Plan 

• IQA / assessor CPD log 

• Copy of minutes from Standardisation Meetings 

 
 

Space for Academy Notes 
  



14 Apprentice On-programme Assessment 

Overview 

This section relates to apprentices who are registered with City & Guilds through Cheynes 

Training’s approval to offer qualifications.  If your Academy holds separate approval with 

either City & Guilds or VTCT, please disregard this section.   
 

A learner cannot be formally assessed for functional skills or the L2 Diploma until they have 

been registered with an awarding organisation.  Continuous access to assessment is a 

requirement of the apprenticeship programme, this allows apprentices the opportunity to 

complete the programme in a timely manner.  

 

Key Documentation  

• City & Guilds Qualification Handbook 

• Cheynes Training assessment and verification strategy 

• Minutes of standardisation meetings (with attendee names) 

• City & Guilds paper portfolio or e-portfolio 

• Internal verification records (unless alternative arrangements are in place) 

• CPD records 

• External Quality Assurance Report 

• Evolve online system 

• Evolve results pages for mandatory and cross unit tests, signed by the apprentice and 

invigilator 

• Evolve questions for mandatory and cross unit tests that have been additionally orally 

questioned  

• Unit summary page  

• Evidence of Values and Behaviours 

• Evidence of Off-the-Job training 

 

Procedure for Apprentice On-programme Assessment 

1. The Academy must provide continuous access to assessment for apprentices 
 

 

If you have any questions about this procedure contact melanie@cheynestraining.com  
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14 Apprentice On-programme Assessment 

Key apprentice objective: Ensure the apprentice understands how and why their work is 

assessed and the results of each assessment 

 

Key employer objective: Ensure the employer is informed about the assessment process 
 

Key delivery objective: Ensure the apprentice has continuous access to assessment 
across all relevant subject areas and assessment is completed within the guidelines 
published by the awarding organisation concerned 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• City & Guilds (or VTCT) Portfolio or e-Portfolio 

• Evidence of Values and Behaviours 

• Evidence showing 20% of each apprentice’s time is spent in Off-the-Job training 

 

Evidence to be held by the employer 

• Not applicable 

 

Evidence to be held by the Academy 

• All Evolve results pages for mandatory and cross unit tests, signed by the apprentice 

and invigilator 

• Evolve questions that have been additionally orally questioned  

• Learner assignments  

• Evidence of Values and Behaviours 

• Evidence of Off-the-Job training 

 

Evidence to be held by Cheynes Training 

• Internal verification records (unless alternative arrangements are in place) 

• Minutes of standardisation meetings (with attendee names) 

• CPD records 

• Unit summary page  

 
 

Space for Academy Notes 
  



15 Review of Apprentice Progress and Target Setting 

Overview 

This section relates to the review of apprentice progress by members of the Cheynes 

Training team and the setting of targets agreed with the apprentice. 
 

Cheynes Training will conduct a formal review of apprenticeship progress and set targets 

every 12 weeks (more often if necessary) using the Twelve-weekly Visit Report (TVR) 

document.  In addition, the Academy will complete regular reviews and ensure that the 

apprentice completes an Apprentice Monthly Target.   
 

Please note: It is the responsibility of the Academy to update all apprentice records on 

e-Assessor. 

 

Key Documentation  

• Apprentice Monthly Target 

• Twelve-weekly Visit Report 

• e-Assessor online system 

 

Procedure for Review of Apprentice Progress 

1. Cheynes Training (CT) will set up a schedule of reviews on e-Assessor system 

2. The Regional Training Advisor (RTA) will contact the Academy at least four weeks in 

advance to arrange a progress review meeting with each apprentice 

3. The Academy must make a minimum of 15 minutes available for the apprentice to 

spend with the RTA 

4. The RTA meets with the apprentice and reviews their portfolio / Learning Story folder / 

Apprentice Monthly Targets / maths and English action plans / Candidate Diary 

5. The RTA completes a Twelve-weekly Visit Report (TVR) 

6. The RTA completes any other required documentation, for example, updating the 

Individual Learning Agreement (ILA) 

7. The RTA gives feedback to the Academy Head of Centre (and employer if available) 

8. If the requested apprentices are not available on two consecutive visits then an 

additional charge may be made to the Academy. 
 

If you have questions about this procedure please contact melanie@cheynestraining.com  
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15 Review of Apprentice Progress and Target Setting 

Key apprentice objective: Ensure the apprentice understands how and why their 

progress is reviewed and targets are set 

 

Key employer objective: Ensure the employer receives regular information about 

apprentice progress 

 

Key delivery objective: Ensure the progress of the apprentice is effectively reviewed, 
targets are set and outcomes accurately recorded and the following key stake-holders 
informed 

Apprentice 

Employer 

Academy 

Cheynes Training 

 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• City & Guilds (or VTCT) Portfolio or e-Portfolio 

• Copy of Apprentice Monthly Target in Learning Story 

• Copy of Twelve-Weekly Visit Report in Learning Story 

• Apprentice Wall Chart 

 

Evidence to be held by the employer 

• Not applicable 

 

Evidence to be held by the Academy 

• Apprentice Monthly Target 

• Twelve-weekly Visit Report 

• e-Assessor online system 

• Apprentice Wall Chart 

 

Evidence to be held by Cheynes Training 

• Apprentice Monthly Target 

• Twelve-weekly Visit Report 

• e-Assessor online system 
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16 The Gateway Process 

Overview 

This section relates to the Gateway Process. 
 

The Gateway Process is designed to ensure all required parts of the apprenticeship 

programme are completed prior to registering the apprentice for end point assessment. The 

Apprentice EPA Confirmation is used as a checklist to confirm that all key stakeholders agree 

the apprentice is ready to be entered for end point assessment. 

 

Please note that the Gateway process is still under development 
 

Key Documentation  

• Apprentice EPA Confirmation 

• End Point Assessment Plan 

 

Procedure for the Gateway Process 

1. Academy signs the Apprentice EPA Confirmation and sends this to Cheynes Training to 

confirm the apprentice has completed all L2 Diploma requirements 

2. Cheynes Training completes Internal Quality Assurance to ensure all L2 Diploma 

requirements are met  

3. Cheynes Training signs the Apprentice EPA Confirmation and sends this to the 

employer with a covering letter with details the Apprentice Assessment Organisation 

choices and the available locations for the apprentice to complete the end point 

assessment along with a reply envelope 

4. The employer and apprentice sign the Apprentice EPA Confirmation and returns to 

Cheynes Training along with their acceptance of Apprentice Assessment Organisation 

and the location of the assessment 

5. On receipt of the Apprentice EPA Confirmation, Cheynes Training contacts the chosen 

end point assessment organisation and schedules the end point assessment  

6. Cheynes Training informs all key stakeholders of the date and location of the end point 

assessment: 

• Apprentice 

• Employer 

• Academy 

• Cheynes Training 

7. Cheynes Training sets up an End Point Assessment Plan and shares this with all key 

stakeholders: 

• Apprentice 

• Employer 

• Academy 

• Cheynes Training 
 

 

If you have any questions about this procedure contact melanie@cheynestraining.com  
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16 The Gateway Process  

Key apprentice objective: Ensure the apprentice is aware when all the requirements of 

the Gateway Process have been met 

 

Key employer objective: Ensure the employer is aware when all the requirements of the 

Gateway Process have been met 

 

Key delivery objective: Ensure all of the requirements for the Gateway Process have been 
met and all key stakeholders agree the learner is ready for End Point Assessment 

• Apprentice 

• Employer 

• Academy 

• Cheynes Training 

 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Copy of Apprentice EPA Confirmation 

 

Evidence to be held by the employer 

• Copy of Apprentice EPA Confirmation 

 

Evidence to be held by the Academy 

• Copy of Apprentice EPA Confirmation 

• Unit summary page from the logbook to confirm the qualification has been completed? 

 

Evidence to be held by Cheynes Training 

• Copy of Apprentice EPA Confirmation 

• Unit summary page from the logbook to confirm the qualification has been completed? 

• Internal Verification Confirmation  
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17 Apprentice End Point Assessment 

Overview 

This section relates to end point assessment through City & Guilds, a similar process will take 

place for any other Apprentice Assessment Organisation that is used.  
 

With City & Guilds, we anticipate that there will be a lead time of around 12 weeks between 

the apprentice completing the Diploma and taking part in end point assessment. Lead times 

may vary if the employer chooses to use a different Apprenticeship Assessment Organisation. 
 

Please note that the end point assessment process is still under development 

 

Key Documentation  

• AAO Contract 

• Apprentice EPA Confirmation 

• End Point Assessment Plan 

 

Procedure for Apprentice End Point Assessment 

1. Cheynes Training holds a contract for assessment services with City & Guilds and 

expects to also hold a contract with VTCT.  

2. Cheynes Training contacts City & Guilds and schedules a date and location of end 

point assessment 

3. Cheynes Training appoints a Regional Training Advisor to oversee the End Point 

Assessment Plan 

4. Cheynes Training sets up an End Point Assessment Plan and copies this to all key 

stakeholders: 

• Apprentice 

• Employer 

• Academy 

• Cheynes Training 

5. The Academy uses the available time to prepare the apprentice for end point 

assessment 

6. The RTA meets the apprentice to brief them on the end point assessment arrangements  

7. The apprentice confirms the travel arrangements to the end point assessment location  

8. The apprentice confirms the model arrangements including any back-up models 

9. Cheynes Training contacts the apprentice the day before the assessment to check the 

arrangements 

10. The apprentice (and models) attend the venue and complete end point assessment 

11. City & Guilds inform Cheynes Training of the outcome of end point assessment 

12. Cheynes Training writes to key stakeholders to inform them of the outcome of end 

point assessment 

• Apprentice 

• Employer 

• Academy 

• Cheynes Training 
 

 

If you have any questions about this procedure contact melanie@cheynestraining.com  
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17 Apprentice End Point Assessment  

Key apprentice objective: Ensure the apprentice is fully prepared for end point 
assessment 
 

Key employer objective: Ensure the employer is kept informed of the end point 
Assessment process 
 

Key delivery objective: Ensure all end point assessment processes and 

procedures are managed effectively 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Copy of End Point Assessment Plan 

 

Evidence to be held by the employer 

• Copy of End Point Assessment Plan 

 

Evidence to be held by the Academy 

• Copy of End Point Assessment Plan 

 

Evidence to be held by Cheynes Training 

• Copy of End Point Assessment Plan 

• Contract for assessment services with City & Guilds / VTCT 

 
 

Space for Academy Notes 
  



18 Apprentice Achievement 

Overview 

Please note that the Apprentice Achievement process is still under development 

 

Key Documentation  

• Key documentation to be confirmed 

 

Procedure for Apprentice Achievement 

1. Procedure to be confirmed 
 

 

If you have any questions about this procedure please contact pam@cheynestraining.com  
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18 Apprentice Achievement  

Key apprentice objective: Ensure the apprentice is promptly informed of the outcome of 
the end Point Assessment process 
 

Key employer objective: Ensure the employer is promptly informed of the outcome of 
End Point Assessment process 
 

Key delivery objective: Ensure all stakeholders are promptly informed of the outcome of 

End Point Assessment and all completion evidence is collected to support apprenticeship 

certification 

 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Evidence to be confirmed 

 

Evidence to be held by the employer 

• Evidence to be confirmed 

 

Evidence to be held by the Academy 

• Evidence to be confirmed 

 

Evidence to be held by Cheynes Training 

• Evidence to be confirmed 

 
 

Space for Academy Notes 
  



19 Apprentice Progression 

Overview 

This section relates to apprentice progression. 
 

Cheynes Training will manage the apprentice’s formal departure from the programme.  

Following their completion of the programme, each apprentice will meet with their Regional 

Training Advisor to conduct an exit interview and, using our Career Progression Pack [CPP], 

outline the career options available and encourage apprentices to take up opportunities for 

further development including progression to higher levels of apprenticeships. We will 

involve employers in this discussion.  The exit interview process will also record learner 

destinations and will include a questionnaire survey about their training.  

 

Key Documentation  

• Exit Interview pro-forma 

• Apprentice Training Survey 

• Career Progression model 

• Apprentice Completion Letter 

• Progression Choices form 

• Destination Confirmation 

 

Procedure for Apprentice Progression 

1. The Regional Training Advisor (RTA) will meet with the apprentice to complete an 

Apprentice Exit Interview and an Apprenticeship Training Survey.  

2. Using the Career Progression model, the RTA will discuss options for progression 

including to higher levels of apprenticeship. 

3. Cheynes Training will send the apprentice an Apprentice Completion Letter outlining 

the progression options discussed. The employer will be copied into this letter. 

4. The apprentice and their employer will consider the options and inform Cheynes 

Training by returning a Progression Choices form in a pre-paid envelope 

5. Cheynes Training will send the Academy and RTA confirmation of the apprentice’s 

destination 

 
 

 

If you have any questions about this procedure please contact pam@cheynestraining.com   
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19 Apprentice Progression  

Key apprentice objective: Ensure the apprentice is aware of the range of progression 
options available to them when they complete their programme 
 

• Continue in employment 
• Progression to an advanced apprentice 
• Other opportunities 

 

Key employer objective: Ensure the employer receives information about the range of 
options available when the apprentice completes their programme 
 

Key delivery objective: Ensure all stakeholders are aware of the options available to the 

apprentice and that all audit trail evidence is collected following the apprentices exit from 

the programme 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Copy of Exit Interview pro-forma 

• Copy of Apprentice Training Survey 

• Copy of Career Progression Model 

• Copy of Progression Choices form 

• Apprentice Completion Letter 

 

Evidence to be held by the employer 

• Copy of Career Progression Model 

• Copy of Progression Choices form 

• Copy of Apprentice Completion Letter 

 

Evidence to be held by the Academy 

• Copy of Progression Choices form 

• Copy of Apprentice Completion Letter 

• Apprentice Destination Confirmation 

 

Evidence to be held by Cheynes Training 

• Exit Interview pro-forma 

• Apprentice Training Survey  

• Progression Choices form 

• Apprentice Completion Letter 

• Apprentice Destination Confirmation 

 
 

Space for Academy Notes 
  



20 Early Leavers from the Apprenticeship Programme 

Overview 

This section relates to early leavers from the apprenticeship programme. 
 

The expression ‘early leaver’ refers to an apprentice who withdraws or is withdrawn from 

the programme before they complete all parts of the apprenticeship.  The Academy, with 

support from Cheynes Training, must do everything possible to avoid an apprentice 

becoming an early leaver; future funding support depends upon the achievement of the 

highest level of apprenticeship completions. 
 

Please note: If an apprentice becomes an early leaver, you must notify Cheynes 

Training immediately by email to change@cheynestraining.com  

 

Key Documentation  

• Early Leaver Details 

• Individual Learning Agreement (ILA) 

• Internal Verification Confirmation 

• Evidence of last day of structured learning 

• Certificate of unit credit 

• Apprentice Early Leaver Questionnaire 

• Employer Early Leaver Questionnaire 

 

Procedure for Early Leavers from the Apprenticeship Programme 

1. The apprentice permanently withdraws from the apprenticeship programme 

2. The Academy (or RTA) must immediately notify Cheynes Training by email to 

change@cheynestraining.com    

3. Academy (or RTA) couriers to Cheynes Training the following documents within five 

working days of the apprentice’s withdrawal: 

A fully completed Early Leaver Details form 

An updated Individual Learning Agreement (ILA) 

Evidence of the apprentice’s last day of structured learning 

4. Cheynes Training update the PICS Learner Management System and notifies the 

Education and Skills Funding Agency of the apprentice’s withdrawal 

5. Academy informs the Cheynes Training Regional Training Advisor of the apprentice’s 

withdrawal  

6. The Regional Training Advisor will complete an Internal Verification Confirmation 

and arrange for a certificate of unit credit to be forwarded to the apprentice, or … 

7. The Academy Internal Quality Assurer (IQA) will complete an Internal Verification 

Confirmation and arrange for a certificate of unit credit to be forwarded to the 

apprentice. 

8. Cheynes Training writes to the apprentice confirming their withdrawal from the 

programme and send an Early Leaver Questionnaire 

9. Cheynes Training writes to the apprentice’s employer with an Early Leaver Letter 

and an Employer Early Leaver Questionnaire 
 

 

If you have any questions about this procedure please contact pam@cheynestraining.com  
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20 Early Leaver from the Apprenticeship Programme 

Key apprentice objective: Ensure the early leaver is given the option to continue their 

apprenticeship programme with a different employer 

 

Key employer objective: To establish the exact reasons why the apprentice became an 

early leaver 

 

Key delivery objective: To understand the reasons why the apprentice became an early 

leaver and to do everything possible to keep them on programme 
 

 

Evidence Requirements 
 

Evidence to be held by the apprentice  

• Certificate of unit credit 

• Letter of withdrawal from the apprenticeship programme 

• Copy of Apprentice Early Leaver Questionnaire 

 

Evidence to be held by the employer 

• Early Leaver Letter 

• Copy of employer Early Leaver Questionnaire 

 

Evidence to be held by the Academy 

• Copy of Early Leaver Details 

• Copy of Evidence of last day of structured learning 

 

Evidence to be held by Cheynes Training 

• Early Leaver Details 

• Individual Learning Agreement (ILA) 

• Internal Verification Confirmation 

• Evidence of last day of structured learning 

• Copy of Certificate of unit credit 

• Completed Apprentice Early Leaver Questionnaire 

• Completed Employer Early Leaver Questionnaire 

 
 

Space for Academy Notes 
 

  



Annex 1 Apprenticeship Programme Requirements 

Apprentices in England may apply for a place on one of the following programmes: 
 

• Level 2 Diploma for Hair Professionals in Hairdressing or Barbering (new standards) 

• Level 2 Intermediate Apprenticeship in Hairdressing or Barbering (old framework) 

• Level 3 Advanced Apprenticeship in Hairdressing or Barbering (old framework) 
 

Each apprenticeship programme is made up of the components shown below: 
 

Standard Programme requirements 

Level 2 Diploma for Hair 
Professionals in Hairdressing or 
Barbering 
 

(1) 7002 City & Guilds in Hairdressing or Barbering 
(Level 2) – or the VTCT equivalent 
 

(2) Functional Skills:  
English Level 1 
Mathematics Level 1 – or evidence of exemption 
 

Level 2 Intermediate 
Apprenticeship in Hairdressing or 
Barbering (old standards) 
 

(1) 6008 City & Guilds in Hairdressing or Barbering 
(Level 2) – or the VTCT equivalent 
 

(2) Functional Skills:  
English Level 1 
Mathematics Level 1 – or evidence of exemption 
 

Advanced Apprenticeship in 
Hairdressing or Barbering 
  

(1) 6008 City & Guilds in Hairdressing or Barbering 
(Level 3) – or the VTCT equivalent 
 

(2) Functional Skills:  
English Level 2  
Mathematics Level 2 – or evidence of exemption 
 

 

Functional Skills: Each functional skill is comprised of a paper-based or online test, 

alternatively the Academy may provide evidence of prior attainment of an appropriate 

GCSE with built in functionality. 
 

Please note: it is an ESFA funding rules requirement that an apprentice taking a Level 2 

award who is exempt from or who has completed functional skills at Level 1, must also take 

the paper-based or online test for functional skills at Level 2. 

 

For more information on apprenticeship requirements email pam@cheynestraining.com  
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Annex 2 Apprentice Eligibility Criteria 

To be eligible for a place on an Education and Skills Funding Agency (ESFA) funding 

supported apprenticeship programme applicants must fulfil the eligibility criteria set out by 

the ESFA: 
 

The apprentice must: 
 

• be aged 16-18 and have left full time compulsory education to qualify for full funding for 
the apprenticeship programme, or 

• be 19 or older and have left full time compulsory education in order to qualify for co- 
funding for the apprenticeship programme, or 

• be 19 or older in order to qualify for an advanced learner loan to fund a NVQ Level 3 
programme, (a person taking out a 24+ advanced learning loan is not required to 
complete an apprenticeship programme), and 

• have a legal right to and to have been resident in the United Kingdom (including the 
Channel Islands and the Isle of Man) for at least the previous three years prior to 
commencing their apprenticeship programme, and be eligible to work in the UK, and 

• have a valid National Insurance number, and 
• be employed under a contract of employment with an employer for a minimum of 30 

hours or more hours per week, and paid a wage that meets the National Minimum Wage 
regulations, and 

• be working in a hairdressing role and able to practice the skills covered by the 
apprenticeship framework in the workplace, and 

• not be in receipt of any other Government funding for education or training and not be a 
graduate 

 

Risk Assessment: 
 

Prior to submitting an Apprentice Details and Eligibility Check to Cheynes Training, the 

Academy team must hold a face to face interview with each applicant and undertake a risk 

assessment as to their suitability for the apprenticeship programme. This process will include 

the completion of an Estimated Length of Apprenticeship Programme.  The submission of an 

Apprentice Details and Eligibility Check (A-DECs) does not guarantee acceptance of the 

apprentice onto the programme.  Prior to registering the apprentice, Cheynes Training will 

interview each applicant and, in exceptional cases, may refuse to register the applicant on 

the apprenticeship programme. 
   

Progression: 
 

Learners are to be encouraged to progress to a higher-level apprenticeship.  Apprentices 

who have completed a Level 2 Hairdressing or Barbering framework may progress to a Level 

3 framework. However, apprentices who complete a Level 2 framework cannot progress to a 

new standards Level 3 programme.  (New standards Level 3 for Hairdressing or Barbering 

will not be available until late 2018). 

 

For more information on eligibility requirements email shona@cheynestraining.com  
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Annex 3 Achievement Targets 

The Education and Skills Funding Agency (ESFA) awards funding for apprenticeship 

programmes on an annual basis using several criteria, the most important of which is the 

training provider’s Qualification Achievement Rate (QAR) history. QAR is expressed as a 

percentage which is calculated by dividing the total number of achievers by the total number 

of starters in any one ‘cohort’. For example, eight achievers out of 10 starters = 80% QAR.  

A cohort is made up of those apprentices who have an expected end date for their 

apprenticeship programme on a date that falls between 1st August in one year and 31st July 

in the following year.  For example, an apprentice with an expected end date of 3rd March 

2018 would fall within the 2017-18 cohort. 

Minimum Levels of Performance 

Each year ESFA sets minimum levels of performance (MLP) for all apprenticeship 

programmes. ESFA have set the MLP for 2017/18 at 62%.  Failure to meet MLP targets 

may lead to the cancellation of apprenticeship funding contracts. MLP targets are expected 

to rise annually and performance that is consistently below the MLP may lead to the refusal 

by Cheynes Training to accept any new starts on the apprenticeship programme.  

Targets 

Cheynes Training sets much higher minimum targets, for the 2017 cohort these are as 

follows: 

Programme Target for Starts Minimum QAR 

L2 Apprenticeship To be agreed 80% 

L3 Apprenticeship To be agreed 80% 

 

Each quarter (in November, February, May and September) we send out a Datapack which 

includes the current QAR scores for each Academy. The calculation we use is based on the 

maximum possible QAR achievable in the cohort. 

To calculate the current maximum possible QAR percentage for a cohort, simply add 

learners in the cohort who have completed (QAR) and those who are still in training (SIT) 

and divide by the total number learners in the cohort (Cohort). 

 QAR + SIT  
 ---------------- =    Maximum Cohort % 
 Cohort  

 

All cohort and occupancy reports that we produce and send to academies show the cohort 

to which each apprentice is attached to. Academies may request a current cohort report at 

any time and from this you will be able to calculate your maximum QAR percentage. 

 

For more information on achievement targets email william@cheynestraining.com  
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Annex 4 Candidate at Risk 

Cheynes Training maintains a confidential ‘Candidate at Risk’ register which is used to record 

any concern that an apprentice is at risk of not completing their apprenticeship programme 

and, regardless of the issues faced, the action being taken to support the individual 

concerned.   
 

Responsibilities of the Academy 

• The Academy must immediately notify Cheynes Training if, in the opinion of the Head of 
Centre, any apprentice is considered to be at risk of becoming an early leaver so that 
they may be placed on the Candidate at Risk Register. 

 

Responsibilities of Cheynes Training 

• Promptly inform the Academy in the event that it comes to the attention of the Cheynes 

Training that an apprentice appears to be at risk of not completing their apprenticeship 

programme; 

• place an apprentice who appears to be at risk of not completing their apprenticeship 

programme on the Candidate at Risk register;  

• ensure there is a Candidate at Risk plan in place and that appropriate additional reviews 

and monitoring takes place. 

 

For more information on the Candidate at Risk process email melanie@cheynestraining.com  
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Annex 5 Breaks from training 

It is the responsibility of the Academy to notify Cheynes Training immediately should it be 
necessary for an apprentice to take a break from learning. 
 
A break from learning when the apprentice’s funding will temporarily cease occurs when: 
 

• the apprentice is absent due to sickness or because they are not employed for 21 or 

more consecutive days, except in exceptional circumstances 

• the apprentice takes maternity leave  

• the apprentice has completed no activities in relation to their Individual Learning 

Agreement (ILA) for one or more calendar months 
 

Apprentices who take maternity leave and Apprentices who are absent for 21 or more 
consecutive days (for example, due to illness) will have their funding suspended, however 
funding will normally recommence on their return to learning.  
 

For more information on apprenticeship requirements email pam@cheynestraining.com  
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Annex 6 Additional Learning Support 

A range of additional support measures are available for apprentices who experience 
difficulties with any part of their apprenticeship programme, this includes: 
 

Additional Learning Support 

Specialist advice, and in some cases additional funding, may be available to help apprentices 

to improve their English and maths. Normally such issues would be identified through the 

BKSB Online assessment system when apprentices are assessed as initially working below 

functional skills Level One for L2 Diploma apprentices and below functional skills Level Two 

for advanced apprentices.  The Academy should raise any questions they may have about 

apprentice needs with the Technical Director. 
 

Additional Health or Social Needs Support 

Specialist advice and in some cases additional funding may be available to help anyone who 

have additional health or social needs including those assessed as having dyslexia or 

dyscalculia. For apprentices who experience issues outside of the workplace that affect 

Cheynes Training their ability to complete the apprenticeship programme, a range of 

specialist advice is available. 
 

At Risk of Harm 

Under safeguarding legislation, it is a legal requirement to inform the Police or the local 

Social Services department if any person under the age of 18 (or a vulnerable adult) is 

considered to be at risk of harm or exploitation. if you have concerns and need to speak to 

the Cheynes Training Safeguarding Lead please call Cheynes Training head office on 0131 

476 7100 or email safeguarding@cheynestraining.com giving a contact number and 

requesting the Safeguarding Lead to telephone you. Safeguarding records are highly 

confidential and are held separately by the Cheynes Training Safeguarding Lead, the records 

and are not available for viewing by anyone other than those who are legally allowed to 

view the records. 
 

ALS Funding 

Cheynes Training has an allocated budget for Additional Learning Support. Once the ALS 

budget has been used, further funds can only be made available in exceptional 

circumstances.  

 

For more information on apprenticeship requirements email melanie@cheynestraining.com  
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Annex 7 Teaching and Learning Observation 

Overview 

TALOS:  the quality and effectiveness of teaching and learning will be monitored by Cheynes 

Training using the TALOS system, the Regional Training Advisor will agree a schedule of 

TALOS observations with the Head of Centre, please note that observations arranged at 

short notice in line with Ofsted policy form part of the TALOS process. 

 

Key Documentation  

• Teacher Handbook 

• TALOS Handbook 

• TALOS Report and action plan 

 

Procedure for Teaching and Learning Observation System (TALOS) 

1. Date of TALOS observation is confirmed by RTA and teacher 

2. Observation of teaching and learning takes place using TALOS documentation 

3. Feedback is given to the teacher by the RTA undertaking the observation 

4. A copy of the TALOS Report is sent to the teacher within 10 working days 

5. TALOS action plan is confirmed by RTA and Academy Head of Centre 
 

 

 

If you have questions about this procedure please contact melanie@cheynestraining.com 

 

 

  

mailto:melanie@cheynestraining.com


Annex 8 Stretch and Challenge 

Overview 

We believe in the need to stretch and challenge apprentices to help move them beyond 
their current educational and vocational ability.  Stretch and challenge is about taking 
people outside of their comfort zone, which, of course, what happens almost every day in 
a hairdressing or barbering salon. In taking up this challenge we have selected a number 
of additional units to offer to apprentices and these include: 

 

Key Documentation  

• Apprentice Individual Learning Agreement (ILA) 

• Stretch and Challenge request form (from Learning Story folder) 

 

Procedure for choosing Stretch and Challenge units 

1. HOC arranges a meeting with the apprentice and the employer to agree  

2. HOC completes the Strech and Challenge request form and returns this to Cheynes 

Training 
 

 

 

If you have questions about this procedure please contact melanie@cheynestraining.com 
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Annex 9 Evolve Online Systems 

Please note: Online assessment via the Evolve Online Systems is for apprentices who are 

registered with City and Guilds only. 

 

For online assessments, the results page of any Evolve online assessment questions must be 

signed and dated by both the apprentice and the invigilator.  Any online assessments that have 

been additionally orally questioned must be kept in a secure manner for a minimum of three 

years.  In the event that written assessments are used instead of online assessment, and in 

order to comply with the requirements laid down by awarding bodies, the Academy will hold in 

a secure place all completed and assessed knowledge questions, assignments and Range 

Trackers for a minimum of three years. 

 
Key documentation 
 

• Results page for the online assessment 

• Oral questions record – where required 

• Written assessments – if used 

 
Procedure for Evolve Online Assessments 
 

1 Contact Tricia Barnes at Cheynes Training head office to be set up with both a City & 

Guilds Walled Garden and an Evolve Online account. 

2 Upon confirmation of the account information, re-contact Tricia Barnes who will talk 

you though the process of: 
 

• Installing the online testing software 

• Booking an exam on the Walled Garden 

• Using the Evolve testing software – including opening and unlocking exams 

• How the apprentice sits the exam 

• Finding the exam results 

 

For more information on apprenticeship requirements email tricia@cheynestraining.com  
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Annex 10 Celebrating Success 

Overview 

At Cheynes Training we really enjoy celebrating success and each time a set of units within 
the apprenticeship framework are achieved we present a certificate.  There are four 
certificates – bronze, silver, gold and platinum – your Regional Training Advisor or Head of 
Centre will present one of these certificates depending on which units are completed. 

 

Key Documentation  

• Celebrating Success certificates 

 

Procedure for Celebrating Success 

1. RTA or HOC to award the Celebrating Success certificate to the apprentice on 

completion of the required units 
 

 

 

If you have questions about this procedure please contact melanie@cheynestraining.com 
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Annex 11 Grievance Procedure 

Cheynes Training has established grievance procedures to ensure that where an apprentice 

is unhappy about any decision relating to their apprenticeship programme, effective steps 

may be taken to resolve the issues as quickly and effectively as possible. 

 

Responsibilities of the Academy 
 

• Promptly inform Cheynes Training if it comes to the attention of the Academy that an 

apprentice appears to be unhappy with any decision relating to the apprenticeship 

programme; 

• work closely with Cheynes Training to quickly resolve any issues raised by an apprentice 

who appears to be unhappy with any decision relating to the apprenticeship programme. 
 

Responsibilities of the Cheynes Training 
 

• Promptly inform the Academy in the event that it comes to the attention of the Cheynes 

Training that an apprentice appears to be unhappy about any decision relating to the 

apprenticeship programme; 

• place an apprentice who appears to be unhappy about any decision relating to the 

apprenticeship programme on a confidential ‘Candidate at Risk’ register; 

• continue to work closely with the Academy to quickly resolve any issues raised by an 

apprentice who is unhappy about any aspect of the apprenticeship programme. 

 

For more information on apprenticeship grievances email melanie@cheynestraining.com  
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Annex 12 Policy Framework 

The following policy documents may be downloaded from the Cheynes Training website. 

Please note. In each of the policy documents listed below, references to Cheynes Training 

includes Academy Partners contracted to work with Cheynes Training except where the 

Academy Partner has a similar policy in force and the use of which has been agreed in 

writing with Cheynes Training. 

 

Assessment and Verification Policy 

Anti-Harassment and Discrimination Policy 

Complaints and Disputes Resolution Policy 

Environmental Policy 

Equality, Diversity and Inclusion Policy 

Every Candidate Matters Policy 

External Speakers Policy 

Information, Advice and Guidance Policy 

Prevent Duty Policy 

Public Disclosure Policy 

Safeguarding Policy 

Skin Care Policy 

Student Loans Policy 

Sustainable Development Policy 

Wellbeing – Overarching Policy 

 

For more information on policy documents email william@cheynestraining.com  
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Glossary 

Please note. Words in this glossary refer to possible unfamiliar words used in the Academy 

Handbook only. A full glossary of all apprenticeship terms may be found on the Cheynes 

Training website.  

 

2017 

Apprenticeship 

Delivery Model 
 

The Cheynes Training approach to delivering the L2 Diploma for Hair 
Professionals to all new entrants to hairdressing and barbering after 1st 
May 2017 

7002 Standards The Standards that are attached to the L2 Diploma for Hair Professionals 
introduced in May 2017 
 

Academy Annual 

Learning Plan 
 

Sometimes called a Scheme of Work, this is the schedule of training the 
academy will deliver 

Academy 
Handbook 
 

A detailed reference handbook for all Academy Partners involved in the 
Apprenticeship Programme operated by Cheynes Training 
 

Academy 

Training 

Agreement  

 

A contract between Cheynes Training and the academy partner that 
governs how the apprenticeship programme must be delivered and 
managed 
 

Apprentice 
Agreement form 
 

A form signed by the employer to confirm that they give consent for their  
employee to start an apprenticeship programme 
 

Apprentice 

Completion 

Letter 
 

A letter sent to each apprentice and copied to their employer to confirm that 
a learner has successfully completed the apprenticeship programme 

Apprentice 

Details 

Summary 
 

A one-page summary of the key details of each learner on the 
apprenticeship programme 

Apprentice EPA 

Confirmation 
 

A letter sent to each apprentice and copied to their employer, the academy 
and the Regional Training Advisor to confirm the time, date and venue of 
End Point Assessment 
 

Apprentice 

Portfolio Pack  
 

A pack sent out by Cheynes Training for each apprentice when they are 
successfully registered on the apprenticeship programme 

Apprentice Start 

Letter  
 

Letter sent by Cheynes Training to each employer to confirm that an 
apprentice has been registered on the programme 

Apprentice 

Weekly Review 
 

Document designed to collect week-by-week evidence of the amount of 
Off-the-Job training each apprentice completes  

Apprenticeship 

Levy 
 

A levy on larger companies (half of one percent of their wage bill) that 
the government introduced in April 2017 to fund the apprenticeship 
programme  
 

Career 

Progression 

Model 
 

A graphical model that outlines the career progression opportunities 
available to each learner who successfully completes the L2 Diploma for 
Hair Professionals  



Career 

Progression Pack  
 

Also known as CPP, this is an information pack made available to each 
learner and their employer 

Co-investment  
 
 
 
 

A contribution to the cost of training that is made by employers for 
apprentices who are aged 19 + 

Commitment 
Statement 
 

A form which sets out the details and roles and responsibilities of all 
parties in the apprenticeship programme which is signed by the 
apprentice, the employer, the delivery provider (academy) and the main 
provider (Cheynes Training) as a commitment to do everything possible 
to help the learner to complete the apprenticeship programme 
 

Contract of 
Employment 
Form 
 

A short form that is completed by the employer to confirm the learner 
has a Contract of Employment 

Destination 

Confirmation 
 

A short form that is completed by the Regional Training Advisor and the 
apprentice during the Exit Interview to confirm the job destination of the 
apprentice after they complete their apprenticeship 
 

Disputes and 

Issues 

Resolutions 

Procedure 
 

A written procedure that employers should follow if they disagree with 
any decision made about any aspect of a learner’s involvement whilst on 
the Cheynes Training apprenticeship programme 

Early Leaver 

Questionnaire 
 

Survey undertaken with all apprentices who become early leavers to help 
establish the reason(s) why they have left before completing 

Employer 

Details 

Summary 
 

A one-page summary of the key details for each employer with a learner 
on the apprenticeship programme 

Employer Early 

Leaver 

Questionnaire 
 

Survey undertaken with all employers who have an early leaver to help 
establish the reason(s) why the learner left the programme before 
completing 

Employer 

Feedback 

Questionnaire 
 

Survey sent out to all employers who start an apprentice on the 
programme after 1st May 2017  

Employer Guide 

to 

Apprenticeships 
 

A booklet produced by Cheynes Training to provide useful information to 
employers in order to help them understand more about new Standards 
apprenticeship programmes 

Employer 

Training 

Agreement  
 

A legal contract between Cheynes Training and each employer who 
places an apprentice on the programme 

End Point 

Assessment  
 

Introduced for all new Standards apprenticeship programmes to 
independently grade learners on their skills and abilities 

End Point 

Assessment 

Plan 
 

A plan developed by Cheynes Training in conjunction with the 
apprentice, their employer, the academy partner and the Regional 
Training Advisor to guide the apprentice through the End Point 
Assessment process 
 



English and 

maths action 

plan 
 

An action plan designed to help the apprentice improve their English and 
maths 

EPA 
Organisation 
 

In hairdressing, either City & Guilds or VTCT will undertake all End Point 
Assessments 
 

Exit Interview  Survey undertaken with all apprentices who successfully complete the 
programme  
 

Gateway 

Process 
 

A system of checks to ensure each apprentice has completed all of the 
programme requirements prior to being scheduled for End Point 
Assessment 
 

Guide to End 
Point 
Assessment 
 

A short guide for apprentices and employers that is produced by Cheynes 
Training and which explains the End Point Assessment process 

Individual 

Training Plan 
 

A plan agreed between Cheynes Training and the employer at the start 
of each apprentice’s programme that sets out the overall approach to the 
training of the apprentice 
 

Letter of 

withdrawal  
 

A letter sent to each apprentice and copied to their employer to confirm that 
a learner has left training without completing the apprenticeship programme 

Level 2 Diploma 

for Hair 

Professionals  
 

The new Standards qualification for all new entrants to hairdressing and 
barbering after 1st May 2017 

New Employer 

Checklist 
A form used by the academy partner or RTA to collect all required 
information about employers for contracting purposes 
 

New Standards 
 

The set of qualifications that have replaced the older Framework 
Qualifications within the apprenticeship system 
 

Progression 

Choices Form 
 

A short form that is used during the Exit Interview to record the learner’s 
progression choices 

Reform of 

Apprenticeships 
 

The government initiative to improve the nation’s approach to 
apprenticeship training 

Salon Induction 

Guide  
 

A short guide produced by Cheynes Training to help employers with the 
salon induction process 

Start 

Confirmation 

Pack 
 

Also known as SCP, an information pack sent to the employer when their 
employee is registered on the apprenticeship programme 

Steering group 
 

Group of hairdressing and barbering employers who helped develop the 
new Standards 
 

 


