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WHO IS CATCH22?
Catch22 is an award winning Apprenticeship training provider.
We deliver Apprenticeship programmes that are relevant to the need and
aspirations of learners and jobseekers as well as the needs of the employers and
the economy today and in the future.

OUR APPROACH
Our apprenticeships offer focuses on specific occupational roles and industries
to meet the requirements of employers and local enterprise partnerships.
After assessing workforce needs and areas of business that would benefit from
apprenticeship training, we recruit and train great people in apprenticeships:
building an action plan to help them overcome any barriers to work, putting in
place key milestones like learning goals, soft skills, confidence and mind-set
training, providing ongoing in-work support and pathways to achieve a
higher level of training.

We manage the training, assessment and evaluation and ensure the apprentice successfully
completes the programme – while ensuring it fulfils the requirements of your business.

Ethos
CATCH22 BELIEVES
THAT ALL LEARNERS ARE
ENTITLED TO A FAIR AND
HIGH QUALITY SERVICE.

UPON WORKING WITH CATCH22
YOU HAVE THE RIGHT TO:
• Receive advice and guidance on recruiting and employing
an apprentice
• Be regularly informed of your apprentices progress and
achievements.
• Be treated fairly, equally and with respect.
• An open and fair way to complain if you are not satisfied
with our services.
We are all working together to ensure your apprentice enjoys
their time on programme and are successful for the future.

WHAT IS AN APPRENTICESHIP?
An apprenticeship is a work based learning programme, so you can
earn while you learn. Apprenticeships are supported and funded by the
National Apprenticeship Service, Education & Skills Funding Agency and
the European Social Fund.
Apprenticeships Standards are made up of several elements.
These can include:
• Initial Assessment
• On Programme Training Skills, Knowledge and Behaviours
• Functional Skills
• Gateway
• End Point Assessment

THE ROLES WITHIN
APPRENTICESHIP DELIVERY
Trainer

The role of the trainer is to create and Individual Training Plan (ITP) to suit your apprentices training needs.
They will agree and plan training sessions and prepare your apprentice for End Point Assessment. They will
guide, support and encourage your apprentice throughout the Apprenticeship training programme.

Internal Quality
Assurer/IQA

The IQA will ensure the On Programme Portfolio your apprentice presents meets the required quality standard
and the correct training has been delivered towards the End Point Assessment. They are also there to support
your apprentice if they wish to appeal an assessment decision.

End Point
Assessor

An EPA works for the awarding body or an Independent EPA Company and will visit Catch22 regularly to ensure
that quality requirements are being met and to conduct End Point Assessments. They will sample evidence
to ensure correct training has been delivered and that your apprentice is fully knowledgeable in their chosen
Apprenticeship. They are a support function for the IQA, Trainer, Employer and you.
Ofsted are responsible for inspecting and reporting on the quality of training provisions for post 16
education. They are funded by the Government. Catch22 as a training provider, are inspected on our quality
of delivery, training and assessment.

WHAT TO EXPECT WHEN
YOUR APPRENTICE STARTS
LEARNING ACTIVITY VISITS

PROGRESS REVIEWS

The Trainer will visit your apprentice in the work place.
The frequency will be arranged to suit the apprentice
and the employer. During these visits, planning will take
place to demonstrate how the apprentice will work
towards the End Point Assessment. These visits may
include (But are not restricted to):
• Training and Coaching
• Observations
• Professional Discussions
• Question and Answers
• Workplace evidence
• Reflective Accounts

Every 8 to 10 weeks, theTrainer,Line Manager and
apprentice will meet to discuss progress against the
Apprenticeship Standards. This also includes skills,
knowledge, behaviours and readiness to either stay in
work or be in line for promotion. It is an opportunity for
each party to give feedback and ensure the programme is
meeting both apprentices and employers needs.

Expectations
CATCH22 SETS HIGH EXPECTATIONS
IN RELATION TO THE CONDUCT OF ITS STAFF,
EMPLOYERS AND THE APPRENTICES IN THE
WORKPLACE. THIS INCLUDES PRODUCTIVITY
IN THE WORKPLACE AND EVIDENCE
SUPPLIED FOR THE APPRENTICESHIP.

CATCH22 EXPECTATIONS
TO EFFECTIVELY SUPPORT YOUR
APPRENTICE YOU NEED TO COMMIT TO:
• Ensure 24 hours notice is given for any cancelled appointments.
• Ensure your apprentice completes any work actioned by the
trainer against agreed timescales.

• Ensure suitable space is set aside for visits.
• Discuss any concerns you have regarding your apprentice with
the Trainer

• Ensure the apprentice is supported and given appropriate
workplace training

• Ensure health and safety in the workplace is maintained
• Allocating time for 20% off the job training

If you have any concerns,
please discuss with the
Catch 22 trainer in the first
instance who will advise you
of the relevant procedures,
policies and processes.

WHAT IS 20% OFF THE JOB TRAINING?
All learners enrolled on Apprenticeship Standard
with Catch22 will be required to spend 20% of
their contracted hours on off the job activities.
This is mandated by the government as part of
the apprenticeship funding rules.
Off the job training is defined as training that takes
place outside of the normal day to day working
environment which works towards achieving the
Apprenticeship Standard. This can include training
that is delivered in the Apprentices workplace but
must not be part of their normal working duties.
Apprentices working full time would normally spend
approximately 1 day per week or 7.5 hours working
towards the off the job training requirements. The
20% off the job training is calculated over the whole
period of the Apprenticeship and so the weekly
hours can be varied as long as the overall 20% is
achieved prior to programme end.

Off the job activities could include;

Off the job training does not include;

• Attending masterclass teaching
and learning sessions
• Coaching
• Independent research
• In-house training
• Shadowing
• Industry visits
• Mentoring
• Supervision with employer
• Writing assignments
• Online learning
• Manufacturer training
• Role play
• Simulation exercises
• Team meetings that include training
• Completion of reflective journal

• English and maths functional skills
• Training that doesn’t work
towards the knowledge, skills and
behaviours of the Apprenticeship
• Training that takes place
outside of the Apprentices paid
working hours
• Progress reviews
• On programme assessments
• Induction

Apprentices will be expected to keep a log of all learning activities working
towards the 20% off the job requirements within OneFile and this will be reviewed
on a regular basis. Where apprentices are not meeting the 20% off the job
requirements a meeting will be held with the Employer, Trainer and Apprentice to
discuss how to achieve the minimum requirements of the apprenticeship.

APPRENTICESHIP JOURNEY
LEARNING &
DEVELOPMENT
ON THE JOB
TRAINING
INITIAL
ASSESSMENT

ON
PROGRAMME

END POINT
ASSESSMENT
OFF THE JOB
TRAINING
ENGLISH & MATHS

COMPLETION
(MINIMUM DURATION
12 MONTHS)

SUPPORTING AN APPRENTICE
Most apprentices, unless they are already part of
your workforce, will probably be quite new to the
world of work, so the way they are supported and
managed will be crucial. Like any other employee
good management and supervision will help them
learn and develop more quickly.
The apprentices manager should set clear work plans,
provide informal coaching and feedback on tasks which
will help the apprentices development. Let staff know
that apprentices are young people with little or no
experience of the workplace, and ask them to be patient
when supporting or training their new colleague. If the
apprentice is working in a large team it can be helpful to
have another colleague supporting the apprentice as a
mentor or buddy, to provide additional support.

In the early days of employment, it is important to ensure
that sufficient training and support is provided to ensure
that the apprentice has a busy and fulfilling experience
whilst at work. Young people may not be aware of workplace
procedures, so will need more support during the first few
weeks of their Apprenticeship in order to settle in to their role.
Preparing a thorough induction will ensure you have told your
new recruit about the expected standards of behaviour. An
apprentice, through lack of maturity or inexperience, may not
meet your organisation’s expected standards of behaviour
at first. The manager should pick up any issues (i.e. lateness,
inappropriate use of mobile phone) as soon as they emerge
rather than waiting for the next one-to-one meeting.
With this type of support an apprentice is highly
likely to develop appropriate behaviours.

Top Tips

WHEN HIRING AN APPRENTICE
1. Choose the right standard: This
will ensure that your apprentice
is gaining a nationally recognised
qualification whilst they work for you.
2. Use the National Apprenticeship
Service website: Here you can
advertise your vacancies and
contact potential candidates.
3. Give the apprentice a mentor: The
apprentice will be able to approach
this person with any queries or
concerns during their employment using an former apprentice is a good
idea as they will understand the type
of support the new recruit needs.

4. Give feedback: Clearly let the
apprentice know what is expected
of them and have regular meetings
to see if they are reaching these
goals. Apprentices need to know
what they’re doing well and where
they need to improve in order to
maximise their potential.
5. Integrate the apprentice into
your business: Don’t look at the
apprenticeship
as a temporary position, but
provide an opportunity for growth
within the company.
6. Encourage the apprentice to
further their skills with a higher
apprenticeship.

7. Motivate!
Make sure the
apprentice feels like
an important part of your
business by recognising
their achievements.

FUNCTIONAL SKILLS
EXPECTATIONS
Functional skills are an integral part of Apprenticeship Standards.
All Apprenticeships include English and Maths functional skills
which provide further development in everyday work related skills. All
Apprentices will complete an initial assessment during induction of
their English and Maths skills.
With both English and Maths the Apprentice will be required to complete
online external tests. They may have prior achievements that can be used
to exempt them from these qualifications. If the Apprentice is exempt from
completing these qualifications the Catch22 Trainer will continue
to stretch and challenge the use of English and Maths within the
working environment enabling the Apprentice to continually
develop these skills to a higher level.
Practical skills in English and Maths allow individuals to operate
confidently, effectively and independently in life and employment.

Policies
and Procedures
•
•
•
•
•

Equality and Diversity
Safeguarding Policy
Health and Safety Policy
IT Acceptable Use Agreement
Disciplinary Procedure

•
•
•
•

Learner Appeals Procedure
Grievance Procedure
Complaints Procedure
Information, Advice and Guidance

A full copy of catch22 policies and procedures can be obtained from the Catch 22
trainer and will be available on your Employer OneFile account.

SAFEGUARDING
Catch22’s approach to safeguarding all of our service users is
founded on the nature of our relationships. We prioritise assessing
and managing the needs of our services users and have a dynamic
approach to the identification, assessment and response to risk.
Our goal is to enable the service user. This means that we focus on
supporting them in finding their own solutions to challenges that
pose a risk to their wellbeing, empowering them to make positive
sustainable changes to their lives.
Further information on our procedures can be found in our
safeguarding policy www.catch-22.org.uk/safeguarding
If you have any safeguarding concerns can speak
confidentially to a Catch22 Vocational Training DSL
(Designated safeguarding Lead); Mary Critcher

PREVENT INITIATIVE

PURSUE

Prevent is a cross-cutting policy led across Government by the
Office of Security and Counter Terrorism (OSCT) in the Home
Office and delivered by a number of departments and agencies
which all have specific policy interests in the Prevent strategy.
Its aim is to stop radicalisation, reduce support for terrorism and
violent extremism and discourage people from becoming terrorists.

The purpose of Pursue is to stop
terrorist attacks in this country and
against our interests overseas.

THE PREVENT STRATEGY:
• Responds to the ideological challenge we face from terrorism

and aspects of extremism, and the threat we face from those
who promote these views
• Provides practical help to prevent people from being drawn into
terrorism and ensure they are given appropriate advice and support
• Works with a wide range of sectors (including education,
criminal justice, faith, charities, online and health) where there
are risks of radicalisation that we need to deal with

PREPARE
Prepare aims to mitigate the impact
of a terrorist incident where it cannot
be stopped.

PROTECT
Protect aims to strengthen our
protection against terrorist
attacks in the UK or against
our interests overseas, and
so reduce vulnerability.

BRITISH
VALUES

WE WILL:

The ‘fundamental British values’ are
important to the UK workforce and
social inclusion. It is important that your
apprentice is aware of these British Values
and how they underpin their behaviours and
beliefs in both the workplace and society.

• Enable learners to distinguish right from wrong and to
respect the civil and criminal law of England

THEY INCLUDE:
•
•
•
•

Democracy
The rule of law
Individual liberty and mutual respect
Tolerance of those with different
faiths and beliefs

• Enable learners to develop their self-knowledge,
self-esteem and self-confidence

• Encourage learners to accept responsibility for their behavior,
show initiative, and to understand how they can contribute
positively to the lives of those living and working in the locality
of the apprenticeship and to society more widely
• Enable learners to acquire a broad general knowledge of and
respect for public institutions and services in England
• Further tolerance and harmony between different cultural
traditions by enabling learners to acquire an appreciation for
and respect for their own and other cultures
• Encourage respect for other people
• Encourage respect for democracy and support for participation
in the democratic processes, including respect for the basis on
which the law is made and applied in England.

INFORMATION ADVICE
AND GUIDANCE
Catch22 have been awarded the Matrix standard.
We provide all its applicants, employers and apprentices with Information ,
Advice and Guidance in relation to training and working in our relevant sectors.
IAG is embedded within our programmes.
• Information on Catch22 programmes • During the period of training as
are detailed on the web site.
part of the strategy to retain
apprentices, and to provide
• Our application process assists
the right guidance that gives
employers candidates in making the
apprentices the best opportunity to
right choice of apprenticeship.
complete the agreed programme
• We provide candidates with
• On exit from the apprenticeship
appropriate Work Skills leading into
we will support apprentices/
relevant employment to undertake
learners to continue in relevant
their apprenticeship.
employment, or progress into
• Our comprehensive induction and the
higher education in order
use of robust initial assessment helps
to further advance their
us to agree an appropriate Learning
career prospects.
Agreement or Individual Training Plan.

AWARDS AND ACTIVITIES
There’s no better way to show our commitment to supporting learners, job
seekers, apprentices and employers than to showcase our award winners.
Each year the Apprenticeship team directorate hold an awards ceremony to
celebrate success across our service.
Ellen was supported by Catch22 through her Business Administration
Apprenticeship at Revolution Events.
After a fantastic year as Revolution Events apprentice,
it was a great achievement to be nominated for Catch 22’s
apprentice of the year.
To add to the opportunities provided by my employer and
Catch 22, I was fortunate enough to be one of the winners
on the day. I was also invited to share my learning
experience with others to hopefully inspire and
encourage apprenticeships across
different ages and abilities.
Ellen Catch22 Apprenticeship Learner of the Year 2017

Since completing her apprenticeship Ellen has
been promoted to the role of Event Executive.

Contact Us
If you have any concerns or wish to speak
confidentially to a Senior Manager at Catch22 in
relation to:
1. Safeguarding including PREVENT.
2. Bullying and harassment in the workplace.
3. Employment conditions
Chris Stoker-Jones
Director of Vocational Training
Chris.Stoker-Jones@catch-22.org.uk

When an apprenticeship is completed,
the person is assured of a secure future.
Opportunities for employment and advancement
open up with the recognition of skills.

