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Introduction to the Traineeship Programme

The Traineeship Programme is designed to support progression into an apprenticeship or into other sustainable employment.  This involves 
delivering learning to trainees to help them to develop the skills they need to start an apprenticeship and hold down sustainable employment.  
As with apprenticeships, there are rules to follow regarding the collection of evidence for SFA audit purposes.  The Traineeship Programme is 
also in scope for inspection by Ofsted. The government have set out three main requirements for the programme:

• English and maths support

• Work preparation training 

• A high quality work placement

However, Cheynes Training also expects the majority of trainees to complete the traineeship and move to an apprenticeship programme.  As a 
result, Cheynes Training has identified the following additional objectives for the Traineeship Programme:

• To help the employers we currently work with to recruit new apprentices

• To use traineeships to increase the take up of apprenticeships

• To Improve apprenticeship retention, timely and qualification success rates

• To attract new employers to our programmes

• To develop a new income stream

For the programme to be successful, academies will need to find and recruit young people who are eager to start a career in hairdressing or 
barbering and who meet the traineeship criteria. To be eligible, the young person must be unemployed and not yet ‘work ready’, that is, they 
need help towards finding an apprenticeship and/or holding down a job.  The academy must then find employers willing to act as high quality 
work providers and take on a young person (paying them expenses only) and provide them with planned work experience. The academy must 
then provide a programme of training and support – especially with English and maths – to help each trainee to progress, ideally to an 
apprenticeship programme but alternatively to a sustainable job or a place on a further education course. 

A Traineeship Resources web page may be found at the Educator Zone on the Cheynes Training website



Traineeship T2 Core Model

There is considerable flexibility in how providers deliver a Traineeship Programme, however, Cheynes Training has developed the Traineeship 
T2 Core Model as a standard approach.  Centres who choose to vary the Core Model must discuss and agree changes with the Programme 
Director prior to commencing delivery. Only under exceptional circumstances will we allow the programme to be longer than 10 weeks.

The Traineeship Programme is a full time programme lasting for a maximum of 6 months (English/maths can continue beyond the 6 month 
period). However, the Cheynes Training T2 Core Model is a 10 week programme delivering 400 GLH with an average of one day each week 
spent in the academy and four days each week spent in the work placement (20% taught, 80% work experience). 

A typical breakdown of the expected delivery for a 10 week programme (50 days) is:

• 2 days programme induction

• 5 days employability training – (main element) using C&G L1 Award in Employability Skills 

• 5 days English and maths – (main element) using functional skills Entry Level 3 where possible

• 3 days ‘additional skills’ in hairdressing or barbering (optional element)

• 35 days of high quality work experience – (main element)

A Traineeship Starter Pack is provided for each academy involved in the Traineeship Programme.

Academies must pay particular attention towards ensuring that English and maths outcomes are fully met.

In conjunction with employers, academies may choose to vary the length of programme depending upon the needs of the individual trainee, 
however, for longer programmes, Cheynes Training would expect to see a proportionately higher level of teaching and learning taking place.

We anticipate that, based on 400 guided learning hours (GLH), each successful completion will generate £2,700 of gross funding (before % 
split).



Overview of the T2 Core Model 
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Phase 1 - On-boarding

1.1.       Managing traineeships – Cheynes Training 

a. The Academy Training Agreement incorporates all traineeship contractual requirements

b. A separate ‘Letter of Understanding’ between the academy and Cheynes Training will cover the funding arrangements for the 
Traineeship Programme

c. The academy will appoint a ‘Head of Traineeships’ – this person will be the key contact on all traineeship matters.  In the absence of 
a named Head of Traineeships the academy Head of Centre will be the Head of Traineeships

d. A Trainee Details and Eligibility Check (T-DECs) must be used to provide information on all new trainees to Cheynes Training 

e. A set of trainee Start Documents isused to gather information for registering trainees with the Skills Funding Agency

f. Each trainee will have a Training Story (similar to the apprentices ‘Learning Story’) and a Trainee Handbook (similar to the 
apprentices ‘Candidate Handbook’) and a Trainee Diary (similar to the apprentices ‘Learner Diary’)

g. Each trainee to have a named support person allocated by the academy

Please note: Where possible, use will be made of similar documentation for traineeships as that used for apprenticeships



Phase 1 - On-boarding

1.2.      Traineeship marketing

a. The academy will Inform all existing salons attached to the academy of traineeship opportunities

b. All trainee vacancies to be placed on  the website

c. Academy to contact local Jobcentre Plus to make the aware of the opportunity

d. Academy to contact their local authority and make NEET officer aware of traineeship opportunities

e. Academy to contact local secondary schools 

f. All other marketing activity to be agreed between the academy and Cheynes Training

Please note: Traineeships are classed as non-advanced education so Child Benefits may still be paid – this MUST be checked with local 
Jobcentre Plus

Important - Jobcentre Plus referrals

• Jobcentre Plus has introduced measures to increase the number of claimants referred to traineeship opportunities. 

• Jobcentre Plus will support the growth of traineeships by referring suitable eligible claimants to an assessment with training 
providers that wish to establish local demand.  

• Providers interested in receiving these referrals should contact their local Jobcentre Plus and inform them that they wish to assess 
prospective trainees for potential traineeship opportunities. 



Phase 1 - On-boarding

1.3.       Trainee recruitment  

a. Selection process managed by academy recruitment team taking into account the eligibility criteria in b. below

b. Eligibility - all applicants must meet traineeship criteria, the main points are:

• confirmation the learner is not employed by signing the declaration on the Trainee Details and Eligibility Check (TDEC) 

• has little work experience - this is defined by Cheynes Training as having less than four weeks experience in total

• has not reached their 25th birthday

• is assessed by the academy as likely to ready for an apprenticeship within 10 weeks of starting a Traineeship 

• shows a keen interest in hairdressing or barbering

• the completion of the Trainee Details and Eligibility Check (T-DEC)

c. CT Head office team will check each trainee’s eligibility with the Skills Funding Agency

Please note: If the trainee progresses to an apprenticeship with an AGE eligible employer, the AGE grant may still be available to that              

employer



Phase 1 - On-boarding

1.4        Induction and initial assessment

Induction and initial assessment is a key factor for success with the Traineeship Programme

a. Academy provides a minimum of two full days of induction / initial assessment to each trainee

b. A group start would be the norm but is not essential

c. Induction and initial assessment will include:

• handing out of trainee materials including Trainee Handbook, Trainee Portfolio, Training Story folder and Trainee diary

• BKSB screening process including initial assessment and diagnostics

• identifying trainee aims regarding work and training

• discussion of the ‘Trainee Journey’

• a hairdressing/barbering skills session

• confirmation of offer of Traineeship place

• completion of a Trainee Agreement (employer name to be added later)



Phase 1 - On-boarding

1.5.       Length of programme 

The standard length of programme is 10 weeks and will be for up to 40 hours each week

The main aspects will comprise of:

• 2 days induction / initial assessment

• 5 days work preparation – main element

• 5 days English and maths – main element

• 3 days ‘additional skills’ – in hairdressing or barbering

• 35 days of high quality work experience – main element

The programme allows for delivery via ‘freedom and flexibility’. The most important aspect is that what is delivered to the learner is 
ideally tailored to their needs in order to help them become more employable. If a learner needs a little more help with English and/or 
maths for example, the academy will be expected to allocate more time on English/maths accordingly.

For trainees who are in receipt of benefits, the standard model is based on a maximum of 32 hours, however, academies must check
with their local Jobcentre Plus (see section 1.2). The benefit rules allow a young person to take part in the Traineeship Programme 
normally for 30 hours per week. This is because the remainder of the time can be spent on looking for work, spending time at the 
Jobcentre, ‘signing’ on etc.

Please note: The 30 hours figure may be negotiable and the Jobcentre may agree to a 32 hour programme.



Phase 1 - On-boarding

1.6.       Trainee registration process 

Traineeship starts will follow arrangements similar to the apprenticeship registration process

a. Academy will complete a Trainee Details and Eligibility Check (T-DEC) for each trainee and send this to CT head office, T-DEC is
downloadable from the Traineeship Resources page on the Cheynes Training website

b. Once T-DECs are received, Cheynes Training head office will set up start documents and return these to the academy

c. Academy will complete start documents with all required details, signatures and dates and return these to CT head office, this 
includes 

• reporting planned programme hours for each learner on the Individual Training Agreement (ITA)

e. CT head office team will complete trainee registration, wait seven days and make final ‘phone check with the academy prior to
finalising new traineeship starts with SFA 

f. When the traineeship start is confirmed with SFA, Cheynes Training will send a Trainee Start Pack which consists of a Trainee
Handbook (similar to the Learner Handbook) and a Trainee Story Folder (similar to the Learning Story Folder)

f. The evidence to show that a trainee has started the Traineeship Programme are the details entered into the ILR (learner number, 
ERN number of employer providing work experience).

g. CT head office will endeavour to ensure the registration process is completed within two weeks

Please note: No formal probation period is required, however academies have the period covered by the registration process to make a 
final decision on the trainee’s suitability for a traineeship.



Phase 1 - On-boarding

1.7        Traineeship Agreement 

a. A Traineeship Agreement (similar to the Apprenticeship Agreement) is to be signed by all parties

b. An Individual Trainee Agreement (similar to the apprenticeship Individual Learning Agreement) must be in place for all trainees 
and must show: 

• Minimum/maximum length of stay

• Hours of work

• Breaks and lunches 

• Review arrangements

• Travel/lunch expenses

• Remuneration of expenses [WH]

a. The Individual Trainee Agreement must:

• Be individual to each learner with flexibility to complete the programme early or extend the programme if required

• Show each of the aims of the Traineeship Programme



Phase 1 - On-boarding

1.8        Trainee induction summary

a. Induction takes place over a minimum of four half days and must include the following:

• Health, safety and wellbeing

• General conduct

• Practical hairdressing/barbering

• Life skills, including how to behave at a work placement

• Importance of English and maths in the work place

• Equality

• Information on the Prevent Duty

• Disciplinary procedure 

• Information, advice and guidance – a one to one session with each trainee

Please note: An induction checklist is held in the Training Story folder



Phase 2 – Teaching and Learning

2.1        Vocational options

Although there is no requirement to include a vocational option within the Traineeship Programme, we feel this is essential given that 
the main aim of the programme from an academy view point is to secure and prepare young people on a hairdressing or barbering
apprenticeship 

We strongly recommend that centres use the C&G Entry Level 1 Award  ‘An Introduction to Hairdressing and Beauty Sector’ (3001-90)

This award covers 9 credits and comprises:

• 101 Introduction to the Hair and Beauty Sector (3 credits)

• 102 Presenting a Professional Image in a Salon (3 credits)

Plus one of the following units (to make 9 credits)

• 003 Shampooing and Conditioning Hair (3 credits)

• 103 Styling Women’s Hair (3 credits)

• 104 Styling Men’s Hair (3 credits)

Please note:  The 3001 log book is contained in the Trainee Portfolio folder and this qualification is fully supported on MHD. The 
resources available include:

• Videos

• Fact sheets to test knowledge

• PDFs as handouts

• Head sheets



Phase 2 – Teaching and Learning

2.2       English and maths and functional skills delivery 

a. Based on their individual needs identified by BKSB screening, each learner aged 16-18 who has not achieved GCSE A-C or 
functional skills Level 2 must be enrolled, on the following…

• Entry Level Three functional skills

b. English and maths support must continue throughout the Traineeship Programme for those have attained a GCSE A-C , this could 
be in the form of ‘maths or English in a hairdressing or barbering context’

Other awards may be appropriate but these should be discussed with the Programme Director prior to registering trainees on 
alternative qualifications 

If a learner has already achieved functional skills at Level Two, they must work towards achieving a GCSE grade C or higher. Please 
speak to the Cheynes Training Programme Director if you wish further clarification on this.

All academies should be aware that Ofsted places a great deal of importance upon the ongoing delivery of English and maths and the 
impact this is having on trainees.

Please note: The functional skills assessment material is contained within the Trainee Portfolio



Phase 2 – Teaching and Learning

2.3        Resources

a. A number of traineeship resources are available on the Traineeship Resources webpage which may be found at the Educator Zone 
on the Cheynes Training website 

b. Additional hairdressing and barbering resources may also be downloaded from Educator Zone of the Cheynes Training website

Please note: Requests for further specific resources should be made to the Programme Director



Phase 2 – Teaching and Learning

2.4        Teaching / learning delivery

a. A 3001 hairdressing Scheme of Work along with relevant lesson plans are available on MHD

b. Lesson plans must include elements from the following:

• Induction 

• Employment preparation

• English and maths

• Equality, diversity and inclusion

• The Prevent Duty (ZAC training)



Phase 2 – Teaching and Learning

2.5        Progress Tracking 

a. Local progress tracking to be undertaken via documentation contained in the Training Story folder and will include the completion 
of a Trainee Progress Review (TPR) at least every four weeks

b. Remote progress tracking to be completed by Cheynes Training using the PICS learner management system



Phase 3 – Work Preparation

3.1        Range of employability skills 

a. The recommended employability skills qualification is C&G L1 Award in Employability Skills – Preparation for Employment (5546-
02).  

This award covers 60 GLH and comprises:

• 404  Effective Communication (2 credits)

• 414  Preparing for Work (2 credits)

• 425  Effective Skills, Qualities and Outlooks for Learning (2 credits)

b. Other awards may be appropriate but these should be discussed with the Programme Director prior to registering trainees on 
alternative qualifications 

Please note: Please discuss with the Programme Director if an alternative to this award is planned.



Phase 3 – Work Preparation

3.2        Assessment of employability skills

a. Assessment of employability ‘soft skills’ should be undertaken using the PLTS Self Assessment form contained in the Training 
Story folder

b. A Trainee Diary must form part of the reflective journal process

Please note: A set of stickers to be used with the Trainee Diary forms part of the Trainee Portfolio

3.3        Recording of employability skills

a. Recording to be completed using the C&G Level 1 Award in Employability Skills logbook contained within the Trainee 
Portfolio



Phase 4 – Work Experience

4.1        Employer engagement

a. Each academy to be responsible for marketing traineeships (sending letter and flyers, etc.) to all interested salons 

b. Each academy to explain the benefits of having a trainee who could progress on to an Apprenticeship

c. Each academy to decide its own policy on offer of incentives to salons who have a traineeship and then employ them as an 
apprentice

d. The academy must be satisfied with the quality of the salons they recruit to the traineeship programme. This process to include:

• The completion of a Salon Health Check (that evidences the salon meets health and safety legal requirements)

• The completion of a Traineeship Agreement (signed by the trainee, employer and academy)

• The completion of  an ‘Our Traineeship Promise’ (customised onto official academy headed paper)

e. Principles for good quality:

• Each employer chosen as a traineeship placement must address the six principles for good quality as identified in the DFE’s 
Framework for Delivery, see section 4.3



Phase 4 - Work Experience

4.2        Employer induction 

a. Academy to plan employer induction to the Traineeship Programme and share their plans with Cheynes Training

b. Employer induction must include a named academy based mentor for each employer/manager

c. The work placement must be supported by a clearly defined trainee progression plan.  For example the completion of a series of 
projects that cover a range of important subjects designed to enhance the understanding of the trainee with regard to the work 
placement.  

The following tasks are contained in the 3001 logbook contained within the Trainee Portfolio. By producing these tasks the candidate 
will be prepared for their final assessment:

• Research and describe images of at least two different salons or barber shops.

• List six different hair or barbering services and describe what they are.

• Research different career opportunities within the hair or barbering industry.

• Produce a fact sheet on how a hairdresser or barber should present themselves. This should include dress, hair, personal 
hygiene etc.

• Research what the term body language. Describe what it means and give some examples in relation to working in a salon or 
barbers.

Please note: The Cheynes Training head office may contact the academy for assistance with obtaining the employer reference number 
(ERN) of each employer for registration purposes.



Phase 4 - Work Experience

4.3        Employer quality assurance 

The academy must check the employer’s liability insurance and complete a health and safety check.  Please note that employers

offering work experience for trainees are not required to carry out DBS checks on staff supervising young people aged under 18.

a. Principles for good quality work placements:

• Work placement must match the trainees area of interest and aspiration

• The owner or manager of the work placement must be committed to the Traineeship Programme

• The academy must undertake pre-placement preparation with the work placement

• There must be a Traineeship Agreement between the trainee, employer and provider

• The trainee must have a structured induction into the work place

• The academy must obtain constructive feedback on the trainee from the work placement

Please note: As part of the quality process, academies are asked to complete a Traineeship Employer Checklist, a copy of which 
may be downloaded from the Cheynes Training website



Phase 4 - Work Experience

4.4        Length of stay 

a. The aim for the Traineeship T2 Core Programme is for a 10 week (50 days) length of stay, which equates to 400 (50 x 8)       
guided learning hours (GLH):

• Average of one day per week spent in the academy (10 days or 80 GLH)

• Average of four days per week spent at the work placement (40 days or 320 GLH)

b. For periods of less than 10 weeks or greater than 10 weeks, please contact the programme director. 

c. The amount of GLH determines the level of funding available for the Traineeship Programme.

280–359 GLH = £2,133 gross funding 

360–449 GLH = £2,700 gross funding

Over 450 GLH = £4,000 gross funding

The academy must ensure that any programme for trainees who are also claiming unemployment benefit does not compromise 
benefit rules so that the trainees involved continue to receive their benefits whilst on the programme. For example, trainees on 
benefit cannot complete more than 8 weeks work experience or generally complete more than 30 hours a week on a programme 
because they need time to sign on and demonstrate they are looking for a job. The academy must therefore work with the local 
Jobcentre Plus to ensure any learners on benefits are not adversely affected.



Phase 4 - Work Experience

4.5        Work experience arrangements 

a. Academy is to follow the existing guidelines, based on those for the Apprenticeship Programme, including:

• Salon health and safety checking

• Salon induction

• Trainee review arrangements

• Employee feedback on trainee performance



Phase 4 - Work Experience

4.6        Trainee reviews 

The academy team will conduct at least four-weekly recorded monitoring of trainees using the Trainee Progress Report (TPR) 
this will include:

• Attendance 

• Progress with employability skills

• Progress with functional skills

• Progress with hairdressing or barbering skills

• How they perform in the work placement. 

Please note: Wherever practical, the employer should be involved with trainee reviews



Phase 5 - Outcomes/Transition

5.1        Exit interview 

a. An exit interview must be undertaken with each trainee using the Trainee Exit Interview pro-forma which may be found on the 
Trainee Resources page in the assessor downloads on the Cheynes Training website

Please note: Wherever practical, the employer should be involved with trainee exit interviews



Phase 5 - Outcomes/Transition

5.2        Trainee declaration 

a. An trainee declaration must be obtained from each trainee using the Trainee declaration pro-forma which may be found on the 
Cheynes Training website



Phase 5 - Outcomes/Transition

5.3        Reference and final certification 

a. As part of the traineeship process, the following must be completed and a copy handed to each trainee at the end of their 
programme

• A certificate of completion

• An employer reference

• Their Training Story folder

• All completed certificates

b. In respect of evidence required for SFA audit purposes, the following must be forwarded to Cheynes Training

• A copy of the certificate of completion

• A copy of the employer reference

Please note: For trainees who are progressing to an apprenticeship programme, the academy MUST provide opportunities for trainees 
to complete any outstanding traineeship qualifications (these would form part of the Stretch and Challenge programme.



Phase 5 - Outcomes/Transition

5.4        Pathways to apprenticeships 

Evidence of positive outcomes must be forward to Cheynes Training head office

a. Positive outcomes include:

• Apprenticeship with the work placement – this is the key target       

• A job

• A move to a further education course

b. Early transfer to apprenticeships – we would expect full payment to be made if the learner becomes an early transfer to the 
apprenticeship programme 

• 16-18:  If the learner is 16-18 years old, the funding is via EFA funding methodology and this is based per learner and the 
number of hours planned for the programme for that learner.

• 19+:  If the learner is 19+ the funding is via SFA funding methodology and is paid per learning aims and the funding is paid for
what has been delivered. 

The employer has the option of employing a trainee and therefore securing their services, even though the trainee continues on the 
Traineeship Programme. The academy should check with Cheynes Training the  maximum amount of pay that an individual trainee may 
earn under these circumstances.



Phase 5 - Outcomes/Transition

5.5        Other positive outcomes 

Evidence of positive outcomes must be forward to Cheynes Training head office

a. Other positive outcomes include:

• Effective work preparation training

• Evidence of English and maths support

• Meaningful work experience



Traineeship Development – Programme Documents – please note more resources are added each month, please check website

On Website – go to Educator Zone on Cheynes Training website

• Traineeship T2 Core Model 2016/17

Under Development 



Traineeship Development – Trainee Documents – please note more resources are added each month, please check website

On Website – Educator Zone on CT website

• Trainee Start Interview pro-forma

• Trainee Details and Eligibility Check (T-DECs)

• Traineeship Agreement (Trainee/Employer/Academy)

• Individual Trainee Agreement – for reference

• Trainee Self Assessment (PLTS version)

• Trainee Handbook – Copy for reference

• Training Story folder – List of pages for reference

• Trainee Exit Interview - pro-forma 

• Functional skills speaking and listening – blank record form

• Functional skills speaking and listening – worked example

• Link to the Functional Skills Handbook

• Link to the 3001 Employability Skills Handbook

• 3001 Handbook and assessment material

• 3001 Candidate Handbook

Under Development

• Trainee Progress Review

• Trainee Model Employer Reference

• Trainee certificate of work experience / competence

• Trainee Declaration



Traineeship Development – Academy  documents – please note more resources are added each month, please check website

On Website – Educator Zone on CT website

• Academy Traineeship Promise

• Trainee Details and eligibility Check

• Trainee Work Placement Checklist

• Trainee Travel Risk Assessment

Under Development 

• Academy employer checklist

• Academy feedback form (trainee review guide for reviewers)


