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Young Apprenticeship

Training and Partnership Agreement
(This document will apply where the principal partner is the college.  In other cases it may need to be adapted.)
Status of Document: This is a Memorandum of Understanding. The purpose of this document is to give all parties a clear understanding of their obligations and entitlements.

This agreement is a partnership between: 

	Name of Young Apprentice: 

	Name of Parent/Guardian:

	Name of School:

	Name of Employer:

	Name of College (if not Principal Partner)

	Name of Principal Partner: 

	This Memorandum of Understanding is made on (Date):




The Young Apprentice agrees to: 

· Commit to taking part and completing the Young Apprenticeship Programme 

· Attend and be punctual for all elements of the training programme and timetabled activities as required, within school, college and employer workplace to ensure successful completion of the hospitality qualification(s)
· Complete all work assignments at the designated time to the best of his/her ability

· Behave appropriately at college, the employer workplace and any associated activities, and not disrupt the learning of others
· Adhere to Health & Safety and Hygiene requirements, comply with the requirements of the college & employers

· Adhere to the correct dress code
· Care for and return all college or employer property

· Communicate to the school, college and employer any concerns that he/she has with the learning programme 

· Take responsibility for following any examination or assessment procedures and ensure attendance at the correct time and place for the examination or assessment

· Participate in external training trips if it is deemed necessary

· Where possible, achieve GCSEs at grade C or above

· Provide information to aid the evaluation of the success of the programme

The Parent/Guardian agrees to:
· Be responsible for the attendance and punctuality of their son/daughter on the programme

· Be responsible for their travel arrangements from home to college or  employer placement each morning and back home in the evening

· Notify the school on each day of absence or in advance of known absence
· Inform the school immediately if there are any changes in medical circumstances and/or emergency contact numbers

· Accept the need for responsible behaviour for their son/daughter and agrees to support them in maintaining good behaviour during the course

· Understand that their son/daughter must stay on site at lunchtime unless prior consent has been requested under special circumstances
· Understand that their son/daughter maybe required to attend visits and trips and give their permission for this

· Understand that their child must adhere to Health & Safety regulations and to read and understand the risk assessments provided by the principal partner
· To provide the principal partner with relevant information regarding the young learners medical needs
The School agrees to: 

· Select students who fulfil the criteria specified by Government

· Interview students pre selection and agree on the selection of the pupils with the Principal Provider and any employers.

· Liaise with the Principal Partner over the provision of an appropriate induction

· Support the delivery of the Young Apprenticeship Programme where necessary

· Support the development of learning materials for the Young Apprentices

· Ensure the students timetable supports a total of 50 days work experience 

· Maintain their statutory responsibility to the students and their parents

· Provide a contact to discuss any concerns the parent/guardian or young learner might have, and to act as a communication link between all parties

· Communicate any concerns about the programme to the Principal Partner
· Monitor reports from the Principal Partner and feedback from the young learner to ensure the learning programme continues to be appropriate

· Keep parents/guardians informed of the young learner’s attendance, progress and achievement
· Provide the Principal Partner with information regarding any SEN for the learner

· Communicate notice of absence received from the parent/guardian to Principal Partner as soon as possible on the day of the course

· Provide Principal Partner with young learner’s medical needs, SEN, behaviour, academic results, etc where it is needed to safeguard the interests of the young learner

· Provide information to aid the evaluation of the success of the programme

The Principal Partner agrees to:
· Select employers who will encourage students to undertake the necessary practical skills for their Young Apprenticeship programme.

· Interview students pre selection and agree on the selection of the pupils 

· Arrange an employer interview of students

· Register students with appropriate Awarding Body(s) for the hospitality qualification(s)
· Undertake the assessment of students against the appropriate hospitality qualification(s)
· Involve employers in a mentoring programme

· Provide suitable competent/skilled/qualified staff to deliver and assess the programme

· Provide cover arrangements in the case of staff absence and notify the school immediately if any unforeseen circumstances necessitate a change in the agreed arrangements

· Organise induction into college and employer facilities, regulations, dress and code of conduct, hygiene and health & safety requirements and the programme of study; and inform the school of the details of this programme

· Work closely with school tutors to review apprentices’ attendance, performance and achievement at work

· Support the development of learning materials for the Young Apprentices

· Monitor the progress and achievement of the young learner and provide the school with reports on his/her progress

· Monitor the attendance and the punctuality of the young learner and provide the school with a report of any absence at the start of each session, am and pm

· Contact the school immediately regarding any young learners whose progress or behaviour warrants concern

· Not to allow any young person to alter the normal daily arrangements, unless we have contacted the school, and received written parental confirmation

· Arrange the external testing of the hospitality qualification(s)
· Ensure Child Protection Regulations are adhered to and CRB checks are completed*
· Provide information to aid the evaluation of the success of the programme

The Employer undertakes to: 
· Provide the young apprentice with a working environment and job role that provides the experience and development needed for them to achieve the outcomes of the Young Apprenticeship framework

· Support the recruitment of apprentices, their induction and the exit process

· Support the development of learning materials for the Young Apprentices

· Ensure all health & safety and child protection requirements are met

· Organise a full induction of their facilities, regulations, dress and code of conduct, health and safety requirements and the areas of study

· Undertake a risk assessment of their facilities, equipment and processes to remove unnecessary risks to young learners. A copy of the risk assessment will be made available to the Principal partner 
· Plan the development of the apprentices’ job role to provide an appropriate range of tasks and scope for learning

· Ensure that sufficient time and resources are made available for the apprentice to fulfil their training and assessment commitments

· Provide sufficient supervision and ensure that other staff are fully aware of the needs of the apprentice

· Provide suitable and competent/skilled staff to support the agreed programme of learning

· Provide a workplace mentor for apprentices

· Actively contribute to the regular review of the apprentices’ progress

· Contact the Principal Partner immediately regarding any young learner whose progress or behaviour warrants concern

· Monitor the attendance and punctuality of the young learner and report to the Principal Partner any absence at the start of each session am and pm

· Consider offering the young apprentice post 16 apprentice employment on the successful completion of their Young Apprenticeship
· Provide information to aid the evaluation of the success of the programme
· All schools have high standards and work towards eliminating the abuse of nicotine, alcohol and drugs in the student population. In addition, the development of appropriate attitude towards gender, race, sexual orientation and religious belief form part of school policy and procedure. The employer therefore undertakes to promote the same high levels and behaviour in these areas whilst young learners are in their care.
We have read the document and agree to the obligations as stated and sign as follows:

Signed: ......................................................................................Dated:.............

(Learner)

Signed: ......................................................................................Dated:.............

(Parent/Guardian)

Signed: ......................................................................................Dated:............

(School)

Signed: 

......................................................................……………………..Dated:............

(Principal Partner)

Signed: ..................................................................…..................Dated:............

(Employer)

*For additional information on safeguarding children and CRB checks in relation to work experience go to:   http://www.teachernet.gov.uk/wholeschool/familyandcommunity/childprotection/usefulinformation/workexperience/ and http://www.dfes.gov.uk/search/results/search.sim?ha=1&sr=0&nh=10&cs=&hs=0&sc=dfes&oq=safeguarding+childre&sf=&qt=safeguarding+children&mt=0&sb=0 Also see LSC Campaign Resources website.
Adapted from: Westminster Kingsway College

