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EMPLOYMENT
AND SKILLS
LEARNER HANDBOOK APPRENTICESHIPS

Welcome
Welcome to Employment and Skills and thank you for choosing to
learn with us.
This handbook is designed to help you get the most from your learning and explains what you can expect
from us and what we expect from you.

Entitlement Statement
North Tyneside Council’s Employment and Skills service values all learners and embraces
diversity among our students and actively opposes any form of discrimination.
You are entitled to:
• A wide choice of courses and activities
across North Tyneside
• Help, information and advice to
support you to choose the right course
or activity
• High quality teaching, learning and
assessment which helps you to achieve
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• Individual support throughout your
learning
• A learning environment which is
accessible, welcoming and respectful to
everybody
• A chance to give your views about any
part of our service and your learning.

COVID 19 Symptoms & Testing
If you experience any symptoms of COVID-19:
• A new, continuous cough
• A high temperature
• Loss or taste or smell
please do not attend any of our centres or your
work placement. Stay at home. Follow the absence
reporting process explained in this handbook to
let us know, book a COVID-19 test and advise the
rest of your household to self-isolate in line with
Government guidance.

The individual will be advised to organise a
COVID-19 test and they and their household
must self-isolate until the results are received.
For the safety of our staff and other learners,
you are required to confirm the outcome of
your test with us as soon as you are notified
of the result.
You can find out more about COVID-19
symptoms, testing and self-isolation online at
www.gov.uk/coronavirus or by calling 119.

If any individual (staff or learner) becomes unwell
with COVID-19 symptoms whilst attending a venue
they will be isolated until arrangements are made
for them to return home (for more information
please ask to see our procedures for this).
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Learner Support
We want to give you the information and support you need at the right time; when you start the course,
during the course and when you finish learning with us.
• Specialist Support
Specialist equipment, assistive technology, a volunteer or help with an additional need or disability
can be available to help you with your course. You can also be supported by our dedicated learning
mentor who will be able to support you with your studies.
• Assessment and exam support
Special arrangements can be requested from awarding bodies. These can include extra time for
exams, readers and/or writers and exam papers in large print.
Please discuss individual needs with your tutor/assessor as soon as possible as these requests can
take time to organise. Awarding bodies will require a medical certificate or proof of learning
disability.
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Course Support
Specialist employment advisers are available for
advice and guidance at the start of your studies

Contact information

and will be available to give you support

North Tyneside Council’s Employment

throughout your programme.

and Skills service
Telephone (0191) 643 2288

Your tutor/assessor will support you throughout

email curriculum.support@northtyneside.gov.uk

and will ensure any additional support requirements

www.skillsnorthtyneside.org.uk

are met through your initial assessment. They will
continue to address any further needs throughout

Connexions (North Tyneside Council’s

the course.

careers service)
Telephone (0191) 643 6965

You will be advised on potential progression

email ConnexionsNT@northtyneside.gov.uk

opportunities as part of the programme.
Generation NE
Additional advice on progression routes is

Telephone (0191) 643 2111

available from Connexions and employment

www.generationNE.co.uk

advisers towards the end of your programme.
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How to get the most from your learning
What you can expect from us
• Teaching and assessment of the highest
standard which promotes learning, addresses
your needs and supports your progress
• Tutors/assessors who are qualified experts in
their field
• An e-portfolio system that tracks your
progress and allows you to access work from
anywhere
• Additional support to help you achieve
• A learning environment which is respectful,
safe, fair and free from abuse and
discrimination and does not tolerate:
• Bullying
• Harassment
• Radicalisation
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•
•

Extremism
Exploitation

• Fair and transparent assessment of your skills
and knowledge. We will not tolerate
deception or dishonesty in relation to exams
or assessment
• Hot Topics are taught as part of your
programme and aim to increase your
awareness of PREVENT, Health and Safety,
Safeguarding, Equality and Diversity, British
Values, Citizenship and Wellbeing.
All of these commitments are underpinned by
our policies and procedures which are available
on our website www.skillsnorthtyneside.org.uk or
from the Business Support Team or your tutor.

How to get the most from your learning
What we expect from you
Please report any illness or absence to your

• Remember you are a representative of North

employer the first day you are absent – then

Tyneside Council’s Employment and Skills

follow their procedures as outlined in your

service at all times and your behaviour reflects

employer induction.

on all trainees and the public’s view of the
training programme

Please also contact your tutor to report any
illness or absence from training or contact the

• Access and complete work set through your
e-portfolio system regularly.

Business Support Team on (0191) 643 2288.
If you are disruptive, rude, fail to follow health
We also expect you to:

and safety instructions or attend sessions under the
influence of substances such as alcohol or drugs we

• Take responsibility for your learning on all

have a learner disciplinary procedure which will be

sites including work experience and wear your

applied. This could lead to you being asked to

photo ID at all times

leave the course.

• Let us know if you are unable to attend a
session by contacting your tutor or leave a
message with the Business Support Team
(0191) 643 2288
• Treat others with respect and consideration
• Think about your own and others’ safety and
if applicable wear your personal protective
equipment (PPE) as instructed
• Arrive at classes/sessions on time
• Take good care of equipment and buildings
• Behave responsibly and follow all instructions
from your supervisor, tutor and/or learning
mentor
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Working from home
We have all experienced working differently in the last year due to COVID-19 and consequently
we have adapted our delivery to ensure you can access your training remotely. We use IT systems
such as Onefile e-portfolio, Teams and Google classroom to ensure you continue to make progress
and get the best from your experience during your training. If you think you might have trouble
accessing these systems, then please let your tutor know as soon as possible so we can help you.

Online Resources
We are dedicated to using the latest online resources to support you through your studies.
We track progress and set work through our e-portfolio system, Onefile which you can access
anywhere and at any time.
When you start your apprenticeship, you will receive a Onefile account username and password
as part of the induction process and will be required to complete a range of induction courses
using the system.
You can also download the Onefile app to your phone which allows you to track progress and
upload evidence on the go.
How to log in to Onefile
• You will receive a Onefile link directly to your email
• Click on the link which will take you directly to your account
• Log in using the username and password you were given
• Change your password when prompted and make sure you store in a safe place
• If you have any problems logging in speak to your tutor as soon as possible
• The link to Onefile is https://onefile.co.uk/

Online Safety
We encourage all our learners to use computers

If you are concerned about any e-safety issues,

and other new technology to improve and

please raise the matter with your tutor/assessor,

extend the quality of their learning experience

who will assist you or direct you to a suitably

with us. You may be using the internet or virtual

qualified person who will advise you.

learning environment to access course materials
recommended by your tutor/assessor, for

For comprehensive and detailed advice on how

independent research or just for fun.

to stay safe and avoid problems have a look at
the websites listed below.

When you are using a PC or your own equipment
in one of our centres you are agreeing to the

www.getsafeonline.org

North Tyneside Council policy on appropriate

www.thinkuknow.co.uk

use of ICT. Wi-Fi and sites are monitored and
filtered which may mean some sites are blocked.
These sites are deemed unsuitable or
unacceptable according to North Tyneside
Council’s rules.
It is very important to know how to protect
yourself and your family from a range of potential
threats.
You will also be participating in remote online
sessions with fellow apprentices and your tutor.
Please ensure you follow learner etiquette
guidelines and how to stay safe as outlined
during your induction programme.

Staying Safe
How you can help
• Follow all instructions given by your tutor/assessor
• Respect health and safety requirements
• Report any faulty or broken equipment to your tutor/assessor
• Use protective equipment where required
• Keep walkways and areas clear at all times
• Report any medical condition or disability which may put you (or others, if they are unaware of your
condition) at risk
• Keep yourself safe on the internet by following the steps given in the e-safety guide
• Speak to a member of staff if you are concerned about your own or another person’s safety.
Your tutor/assessor or the Business Support Team (0191) 643 2288 can put you in touch with a
manager with responsibility for safeguarding.
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Staying Safe
In school and learning sites
• Do not instigate or respond to verbal abuse or physical contact with students
• Do not give any personal information to students e.g. a mobile phone number or accept personal
information from them.

What we are doing to promote safe learning
environments
• Check at reception to see if you need a visitor's pass and find out where you need to go to meet your
tutor/assessor
• Remember any site is a learning environment so be respectful during your visit - please consider how
your behaviour will affect other users of the sites including members of the public
• Do not be offended if someone approaches you and asks why you are there – people are only
thinking of everyone’s safety
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Staying Safe
Safeguarding and PREVENT
Safeguarding is about protecting young people and vulnerable adults from harm. It might mean that
you are suffering from physical or emotional abuse or being radicalised by an individual or group.
Abuse can come in many different forms and it is important that you seek help from one of our
trained staff team. You may be suffering from any of the following:
• Abuse-physical, neglect, sexual, emotional and financial
• Domestic violence
• Criminal exploitation
• Peer abuse

What is PREVENT?
PREVENT is about safeguarding you, it is not about preventing you from having political and religious
views. It is also about ensuring people are not radicalised into expressing their views through violence
and terrorism.
The Government has defined extremism in the PREVENT strategy as: "vocal or active opposition to
fundamental core values, including democracy, the rule of law, individual liberty, respect and tolerance." This also includes calls for the death of members of the British armed forces.

What is Radicalisation?
The process by which a person comes to support extremism and terrorism.

What is Extremism?
Vocal or active opposition to fundamental British values such as democracy, the rule of law and
tolerance of different faiths and beliefs, often involving terrorism.
Extremism itself is not illegal but everyone needs to be aware of potential signs of it because it can
act as a pathway to terrorism. PREVENT does not aim to criminalise people for holding extreme
views; instead, it seeks to stop individuals from encouraging or even committing violent activities
(terrorism).
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What is Terrorism?
A violent action against people or property, designed to create fear and advance a political, religious
or ideological cause. Terrorism can occur anywhere in the world with atrocities carried out in support of
various ideologies. Terrorism can be motivated by a range of ideologies or other factors including
religion, politics and race. In the UK and your local area extreme right-wing groups can pose a significant
threat.

What is Ideology?
A set of beliefs.

How does PREVENT work?
Its aim is to help us get a deeper understanding of how individuals become radicalised and help to
identify ways of preventing people from becoming terrorists or supporting violent extremism.
We all have a role to play in PREVENT within our organisations and communities by helping people
understand what the strategy aims to achieve.

What should I do if I am concerned for my own or
someone else’s safety?
Contact you tutor or the designated safeguarding leads for our organisation who can support or advise
you to ensure you are safe:
Belinda Payne: belinda.payne@northtyneside.gov.uk
Telephone (0191) 643 8811 or 07811 023402
Valerie Rooney: valerie.rooney@northtyneside.gov.uk
Telephone (0191) 643 8775 or 07813 661360
Or phone the Police if you are in immediate danger on 999
Or report a concern about someone to North Tyneside Council:
Children’s Services 0345 2000 109
Adult Social Care 0191 643 2777
Out of Hours 0330 333 7475
my.northtyneside.gov.uk
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Have your say
We want to know about your experience of
learning with Employment and Skills, whatever

How you can help

it is, because we value your views and want to

We would always expect that any problems with

know how you think we can improve.

your learning will be resolved with the tutor/
assessor. If the problem is not sorted out and

We aim to provide excellent services and

you want to make a formal complaint you can

courses, with staff that understand and meet

use the Employment and Skills Comments,

your needs and centres that are welcoming to

Compliments and Complaints procedure.

and respectful of you.
Your tutor/assessor can give you a copy of the
We welcome your views and will let you know

form, or you could pick one up from display

what we’ve done in response to your feedback.

boards or at reception in any learning centre.

Let us know what you think by:

The form explains how complaints will be

• Completing our learner satisfaction survey

handled to ensure they are dealt with promptly

• Participating in learner forums

and efficiently.

• Talking to your tutor/assessor
• Using the Comments, Compliments and
Complaints form.
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Your information
Why we collect your personal information
We understand that you may be wary about disclosing information and we want to safeguard your
personal information. We need to collect information from you for very practical and important reasons:
• So we can contact you quickly when a class is cancelled because of tutor illness, bad weather etc
• To ensure we meet all of your learning needs
• So we can account for public funding which subsidises the costs of your course
• So we can prove that you are eligible for public funding.

How we use your information
Employment and Skills will use your information to contact you:
• To ensure everything is running smoothly in your course/learning
• To inform you about course related matters, such as a change of time or venue or tutor illness, etc
• To allow us to send you course information
• To follow up after the course and find out about what you got out of it and how you’ve used your new
skills or qualifications.
• Your photograph will be used to confirm your identity and prove eligibility to sit exams.
We are also legally obliged to share your information with the Skills Funding Agency (who fund our
courses). For more information on how the Skills Funding Agency use your information go to
www.gov.uk/government/publications/esfa-privacy-notice
For information on how we use your information go to www.northtyneside.gov.uk/dataprotection
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Useful contacts that offer
support and advice
Childline

Missing Persons

0800 11 11

116 000

www.childline.org.uk

One to One Centre
Citizens Advice

0191 297 0441

03444 111 444
www.citizensadvice.org.uk

Samaritans
116 123

Connexions

www.samaritans.org

0191 643 6965
email Connexions.NT@northtyneside.gov.uk

Sex Wise
0300 123 7123
0191 232 9858

Eating Disorder Association

www.sexwise.org.uk

0808 801 0677

Shelterline
FRANK

08082 746 877

Text 82111
0300 123 6600

Streetwise

www.talktofrank.com

0191 230 5400
www.streetwisenorth.org.uk

MESMAC North East
0191 233 1333

Youth Access

www.mesmacnortheast.com

www.youthaccess.org.uk
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