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Introduction
Dear Learner,
Aspire to Learn is an independent training company, recognised by OFSTED and its partners, for
delivering high quality Apprenticeships, Training and Professional Qualifications throughout London and
Essex. We deliver training in the Education, Business Development, Information Technology, Health &
Social Care and Childcare as well as other sectors.
We have a team of highly qualified assessors whose focus is to provide a bespoke and motivational
learning experience through support, mentoring and tailored learning to meet individual, as well as
business requirements. The strength of our company is evident through our achievement rates and the
quality of our training provision. This was reinforced in our OFSTED report where it was found that;
‘Coaching, training and learning are outstanding and highly valued by learners. Workplace assessment
sessions are frequent, systematic and highly effective in supporting learners’ development of knowledge
and skills. Assessors are particularly effective at helping them develop. Sessions are extremely wellplanned and include a wide variety of teaching and learning activities to engage learners and support
their progress.’
Our courses are structured around the Qualification Credit Framework to enable our learners to
become confident, competent and more qualified in their field. We provide a full induction programme,
training and support which, not only enhances existing skills, but helps to develop new skills as well.
We create a positive learning experience and guarantee this through our confidential, comprehensive
and impartial Information, Advice and Guidance service (IAG), including Career Guidance from when
you register with our Apprenticeship Recruitment Service, throughout and even after completing your
Apprenticeship. This is to ensure you are supported and guided through every step of the training. This
is endorsed by Matrix.
We hope you will have an enjoyable, positive and, above all, a successful learning journey with us.
Kind regards,
Ziggy Pindoria
Company Director
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Information, Advice and Guidance Service
Aspire to Learn provides a comprehensive, independent and impartial information, advice and guidance
service which has been designed to help you make an informed decision about your future options.
Our service includes:










Confidential, impartial and objective information and advice concerning career guidance, learning
opportunities, skills and qualifications, career progression and how you can access them.
Providing prospective learners with ample information about training, assessments and supporting
services to enable them to make informed choices and decisions.
Assisting prospective learners to understand their rights and obligations prior to enrolment or
entering in to an agreement.
Respecting the cultural, ethnic and religious difference of learners.
Understanding the individual needs of learners and provide assessments and supportive services to
ensure these learners get the most out of their bespoke training.
Promoting access to government-subsidised training to individuals who meet the eligibility criteria.
Setting tuition fees in accordance with the Department for Business, Innovation and Skills
requirements.
A service for signposting and referrals to other agencies in the event we are unable to help
prospective learners.
Access to e-learning enabling the learner seamless tracking of achievements and goals.

What You Can Expect From Us
As a learner, you can expect us to:
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Act in your best interest, along with that of your employer and the broader community.
Act ethically whilst exercising due care, skill ad judgement.
Not act in any manner which may damage, ridicule, bring into disrepute or be detrimental to the
Victorian Vocational Training System
Accurately represent recognised education, training products and services to prospective learners
and employers.
Have policies and management practices in place that maintain high professional standards in the
delivery of education, training and assessment services.
Maintain a learning environment which is conducive to the success of learners.
Treat complaints from learners, employer and the broader community seriously and respond to
constructive feedback, using it as an opportunity for improvement.

What We Expect From You
Aspire to Learn expect our learners to adhere to the following:

















To treat Aspire to Learn staff and learners with respect.
Provide honest, complete and accurate information on all documentation.
Attend interviews and pre-enrolment visits as requested, or make alternative arrangements if you
are unable to attend.
Provide Aspire to Learn with all relevant information of any learning difficulties or disabilities you
may have before being accepted on to a programme.
Attend inductions or orientation events provided by Aspire to Learn.
Behave with care and consideration and leave all facilities in good working order for other learners
and staff.
Attend regular teaching sessions punctually and actively contribute to the learning activities and
plan work around deadlines.
Take responsibility for identifying relevant course information in handbooks and other
documentation.
Be active in seeking information to further your learning aims and objectives.
Alert your Assessor or Aspire to Learn in problems arise.
Maintain contact with your Assessor, keeping appointments as required or making alternative
arrangements if you are unable to attend.
Attend appointments for tutorials, guidance, counselling, career advice, interviews or any other
appointment. If you are unable to attend, you must inform Aspire to Learn or your Assessor at least
24 hours in advance.
Familiarise yourself with the information services relevant to you, as a learner, including study and
language support.
Complete, within the requested timescale, any coursework which has been set by your Assessor.
Complete, within the requested timescale, any course evaluations or learner surveys required of
you.

How Your Course is Funded
The course which you have enrolled on is funded by the Department for Business, Innovation and Skills (BIS)
via a partner organisation called the Skills Funding Agency (SFA).
The SFA is responsible for distributing and managing the funding for adult further education (FE) and skills
training in England. They ensure that the training it pays for support economic growth. The SFA provides
funding to colleges and training providers to deliver further education and skills training which includes
vocational qualifications for adults, Apprenticeships and Traineeships.
As well as having its own funding contract, Aspire to Learn work as a subcontractor for colleges and other
private training providers allowing us access to further funding. In these instances, you may be asked to
complete enrolment paperwork from these partners.
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Induction Process
1) On the day of your induction, you will be
provided with information on apprenticeship
programmes and complete the application
process, including initial assessments.

2) You will be taken for an informal interview
with a member of Aspire to Learn staff.

3) Upon suitable outcome of the interview, and
provided we have a suitable vacancy for you, we
will submit your CV to the employer.
4) If the employer is interested, we will arrange
an interview between you and the employer.

5) Once you have had your interview, you and
the employer will be contacted for feedback.
6) If you are successful, we will arrange a work
trial for you with the employer. This will give
both of you the opportunity to understand how
the other works and ask any questions you may
have.
7) If you are successful in the work trial, you will
be offered an Apprenticeship contract by the
employer and begin working towards your
qualification.

Traineeship Programme
If candidates do not have sufficient experience to enter into an Apprenticeship, we will place them into our
Traineeship programme.
The Traineeship programme prepares young people for future careers by helping them to become "work
ready". Traineeships provide the essential work preparation training, maths, English and work experience
needed to get an Apprenticeship or other jobs. Work preparation training provides meaningful work
experience which provides insight and experience of the world of work, making them more appealing to
potential employers.
The duration of the Traineeship programme will be a maximum of six months. We expect the duration of
the work placement to last no more than 6 weeks. The work placements are unpaid but employers are
encouraged to support expenses such as transport and meals. Depending on circumstances, learners
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undertaking a Traineeship may be able to access financial support through the 16-19 bursary fund or the 19+
Discretionary Support Fund.

What Happens After you have been offered an Apprenticeship
1) Within 2 weeks of beginning your apprenticeship, you will
receive, via email, your welcome letter, homework pack and
login details for Forskills, for your online functional skills
diagnostics and the details for your assessor.

3) Monthly meetings will be arranged for you and your
assessor. During these meetings, your assessor will discuss
your completed work and will begin preparation for your
Functional Skills examinations, if applicable.

5) Throughout your meetings, you will submit completed
work, be observed and partake in professional discussions to
show your knowledge and competency. At 8 week intervals,
you and your assessor, along with your employer, will hold
progress review meetings ensuring that you are on target
with your qualification and to discuss your job role.

7) If you are required to undertake functional skills, your
assessor will arrange for your exams to be booked, normally,
during the 3rd, 5th and 7th months of your programme. The
examinations will normally be held at Aspire to Learn.

2) Within 4 weeks, your assessor will have met with you, at
your workplace, to discuss the delivery of your qualification,
optional units and functional skills. They will check your
diagnostics are completed and will discuss the results with
you.

4) During your meetings, your assessor will give you
resources, tutorials and/or practice papers to help you with
your functional skills, if applicable.

6) Once you have been on programme for 3 months, you will
be registered on VQ Manager, an e-portfolio system. Your
assessor will give you a tutorial on how to use it.

8) Upon completion of your qualification, your work will be
submitted for the Internal Quality Assurance process. This
process can take up to 4 weeks.

9) Once your work has been assured internally, it will be
submitted to the Awarding Body for the External Quality
Assurance process. This process can take up to 4 weeks.
10) Once your work has been externally assured, your
qualification will be claimed and your certificates ordered. It
can take up to 3 months for these to arrive.

Congratulations!!
You will be contacted and informed that your certificates are ready for collection.
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Individual Learning Plans (I.L.P)
The results of your initial assessments will form the basis of your ILP. Every apprentice has an ILP written
specifically for their individual needs.
The ILP will record your personal details, start and end date of your programme, qualification details,
additional support training (if required) and proposed progress review dates.
A copy of the ILP will be given to you and your employer at the start of your Apprenticeship for you to sign.
If there is anything which you do not understand, please speak to your Assessor who will be more than
happy to assist you. The ILP is a working document and will be used as a point of reference and will be
updated, as applicable, following progress reviews meetings. If there any aspects of the ILP which you feel
need to be updated, please speak to your Assessor who will make the amendments accordingly.

Progress Review Meetings
Your Progress Review meetings will be pre-arranged with you, your employer and the Assessor and will
facilitate discussion and feedback about the progress you are making on the Apprenticeship programme.
The discussions tend to include attendance, achievements and progression and training opportunities. Your
Assessor will use this information to co-ordinate your future training and learning and set achievable targets
for the following 3 months and beyond. Short, medium and long term targets are discussed during these
meetings using the following objectives; Specific, Measurable, Achievable, Realistic and Time-related
(SMART).
If at any time you have any concerns or questions regarding your targets, please speak to your Assessor as
soon as the concern arises. Your Assessor will give you an email address and contact number so you are
able to contact them and discuss any concerns immediately instead of waiting for an appointment.

Training
You will need to have developed a range of skills and associated knowledge and understanding if you are to
become competent within an identified job role. To this end, it is important that you are exposed to a range
of learning opportunities. These are numerous and can include:
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Staff meetings
Peer discussions
Job shadowing
Continued training within the workplace



External training opportunities arranged by your employer, for example First Aid and Manual
Handling.
To ensure that you get the most from your Apprenticeship, it is important that your training is planned and
co-ordinated. For this reason, your Assessor will check that you and your manager all understand the
targets which have been set and ways of supporting you and your learning to ensure they are achieved.

Punctuality and good attendance are key for maintaining progress throughout the programme and in
facilitating a timely completion. Any failure to attend your work place or Assessor appointment in a timely
manner could result in disciplinary action. If you are going to be absent, you need to notify your employer
and your Assessor at the earliest opportunity so that you can receive any work which you may have missed.
Your manager will need to ensure that you have every opportunity to progress towards and achieve the
anticipated outcomes identified in your ILP.
To enable this to happen, your employer will need to:
 Offer a range of opportunities to compliment the framework you are working towards
 Allow for regular assessments of you progress
 Participate in progress review meetings and provide feedback on performance and progress
 Provide an induction to each new element of the workplace, ensuring that health and safety points
are clearly explained
 Carry out risk assessments ensuring that risks within the workplace are minimised.

Assessment
Assessments are a continuous process which enables us to record progress against targets to achieve the
qualifications outline within your ILP.
You will be allocated an Assessor who will guide you through the competency element of your
Apprenticeship. Your Assessor will regularly visit you at work to ensure that you are working to the quality
of standards as laid down by the awarding body responsible for the qualifications you are undertaking.
Successful completion of the Apprenticeship is reliant on you taking responsibility for your own learning and
being proactive in providing your Assessor with updates on your portfolio. You will also need to notify your
Assessor when you expect to undertake tasks specified within your unit requirements, enabling your
Assessor to plan visits and make certain that your work is assessed in a timely manner and provide you with
useful feedback.
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The Students' Complaints Procedure
If you are not satisfied with the service that Aspire to Learn, in collaboration with it funding contractors
provides then you should consider using the following procedure.
You may rest assured that your complaint will be dealt with fairly and swiftly and that you will not be
discriminated against in any way as a consequence of bringing a complaint.
PROCEDURE
1. You should make every reasonable effort to resolve the matter informally with the person
concerned before using the Formal Complaints Procedure.
2. If, having attempted to resolve the matter, you feel you still have grounds for complaint you should
begin the formal complaints procedure within 6 weeks of the incident which gives rise to the
complaint occurring.
3. If you wish for the matter to be taken up as a formal complaint you should use the “Complaints
Form” on the next page, or request one from your assessor or lecturer. Complete the form, giving
as many details as possible (e.g. date, time, people involved), and return it to Ziggy Pindoria, 68
George Lane, South Woodford, London, E18 1LW within 6 weeks of the incident which gives rise to
the complaint having taken place.
4. You will be sent a written acknowledgement that your complaint has been received and this will
clearly state the name and position of the person who will be dealing with your complaint. You will
also receive documentation which tells you about the process which will be used in the handling of
your complaint.
5. You will receive a response from the person named in the acknowledgement letter within 10
working days. This will indicate the initial decision of the person responsible for dealing with the
complaint and will give information which tells you how the decision was reached or indicate what
further processes will be followed.
6. If you are not happy with the outcome then you may make an appeal, in writing, within 10 days of
receiving notification of the decision. This is the last stage in the Procedure and you will be
informed by the Executive Manager, or the person who has been appointed to act in the matter, by
what process the appeal will be handled. You should receive this notification within 10 days of
submitting your appeal.
7. If you have exhausted all of the procedures, but remain unhappy with the outcome, then you can
obtain advice from the Information & Guidance Department about which avenues are open to you.
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Student Complaint Form

YOUR DETAILS:

NAME:

ADDRESS:

STUDENT NUMBER:

PHONE NUMBER:

YOUR COMPLAINT (please complete all sections)
Name of person (s) / Programme / Service complained about:
COURSE:
TUTOR:

Specific Complaint:
Please identify the issue you are complaining about and provide factual evidence, for example, names of
witnesses, dates, times, supporting statements. Add an extra sheet if necessary and clearly mark it with
your Name and Student Number.
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What informal steps have you taken to resolve the issue?
(Please give the names of people / departments you have sought help from and say what the outcome
was)

If your complaint is upheld, what remedy would be acceptable to you?
(remedies must be appropriate to the nature of the complaint)
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Policies and Procedures - Aspire to Learn Code of Conduct
All policies and procedures can be requested through the office or found on our website.
Health and Safety
You are expected to take reasonable care and responsibility for your own health and safety and that
of others. Do not intentionally or recklessly interfere with anything provided in the interest of
health and safety. Individuals are also invited to report any unsafe practices, broken or damaged
equipment and materials and potential health and safety hazards.
Unacceptable Treatment
If you feel unhappy about the way you have been treated by a member of staff within your
workplace, Aspire to Learn staff members or another learner, please contact Aspire to Learn to
discuss your concerns.
Your Responsibilities
You are expected to show respect for all staff members, both at your place of work and from Aspire
to Learn and all property belonging to your employer and Aspire to Learn and to care for the
learning environment. It is therefore unacceptable to:
 Refuse to work or cooperate with a member of Aspire to Learn staff or colleagues within the
workplace or make things difficult for staff members.
 Abuse any members of staff verbally or physically.
 Behave in a manner to demean or demoralise a colleague or staff member or to act in a way
that puts other people at risk.
E-Safety
Aspire to Learn is committed to e-safety and raising awareness of how you can be a victim of an
activity that utilises ICT that in turn endangers your personal safety, mental health or the financial
wellbeing or that of another individual. Infringements of the policy may include:
 Accessing inappropriate content
 Cyber-bullying or harassment
 Fraud or identity theft
It is important to keep safe, respect others and report any incidents of concern to a member of staff.
Data Protection Policy:
Your personal information must be treated in a certain way to ensure information does not get into
the wrong hands. Aspire to Learn uses your data in a way that follows the law. These provisions are
shown in the Data Protection Policy, which can be found on our website.
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Equality & Diversity Policy:
Aspire to Learn welcomes all learners regardless of age, race, colour, ethnic origin, religious belief,
gender, sexuality or disability. If you would like more information on equality and diversity, or feel
you would like to talk to someone about our Equality & Diversity Policy, please contact our office.

Confidentiality and Security Statement
Please note that photographs of children and vulnerable adults are not permitted
Where funding is involved, our contractual obligations require us to share information, i.e.
attendance and progress reviews. The employer and the learner are covered by the Data Protection
Act 1998.
Safeguarding Policy and Statement:

Aspire to Learn is committed to the safeguarding and well-being of all of our learners and fully
recognises its responsibilities for protecting vulnerable groups. Our policy applies to all staff,
learners, contractors, visitors and volunteers working on behalf of, or in conjunction with, Aspire to
Learn.
If you would like to find out more about protection issues, would like to see a copy of the company’s
policy and procedure or would like an informal chat about any concerns which you might have,
please contact our Safeguarding Officers:



Ziggy Pindoria 0208 989 9832 or Email: Ziggy@aspire2learn.com
Samim Saleh 0208 989 9832 or Email: Samim@aspire2learn.com
PREVENT and Radicalisation Policy

This policy is designed to provide a clear framework to structure and inform our response to
safeguarding concerns for those young people who may be vulnerable to the messages of
extremism.
Bullying and Harassment Policy

We believe that bullying and harassment are unacceptable on moral grounds and against the law.
Therefore, actions which fall within the scope of bullying or harassment can result in an employment
tribunal or other civil claims against the company or individuals involved.
The company does not accept harassment and bullying from anyone, this includes staff and learners.
We consider bullying and harassment a serious breach of our Equal Opportunities Policy.
If any learner has a complaint of harassment, they should utilise the learner’s complaints procedure.
Complaints will be treated in the strictest confidence and, investigated promptly and thoroughly.
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Missed Appointment Policy

Failure to show for a scheduled appointment or notify our office or assessors of cancellation within
24 hours of your appointment time may result in disciplinary action.
If you attempt to cancel by phone and reach our voicemail box, it is imperative that you leave a
complete message including your name, the name of your Assessor and the time of your
appointment, in order to ensure that the relevant parties can be informed. Should you choose not
to leave a message and not notify us, it will result in disciplinary action.
Plagiarism

Guidelines
At the start of each programme, learners should be advised as to the difference between acceptable
and unacceptable forms of work. Plagiarism is one of the most serious forms of academic theft and
should be reflected on prior to submitting any work for assessment.
Plagiarism can be defined as:





Copying the exact words of another source without using quotation marks and/or without
referencing the source
Using the ideas of another without referencing the source
Copying another learner's work (current or previous) in written, word processed or
electronic form
Using pictorial work without permission or referencing the source

Courses Available

Once you have completed your qualification with Aspire to Learn, you may feel that you would like
to progress with your studies or develop skills in another area and take up another course. For more
information about other courses available to you, please contact our office on 020 8989 9832 or
email us at info@aspire2learn.com and a member of staff will assist you.
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Online Research Material for Maths and English
http://www.skillsfirst.co.uk/index.php?page=qualifications&url=functional-skills-practicepapers&id=4490&type=Article
Functional skills practice papers as well as onscreen practice tests allow you to not only familiarise
yourself with Functional Skills papers, but also allow you to practice using our onscreen testing
software, SecureAssess.
www.bbc.co.uk/skillswise
BBC Skillswise enables adults to improve reading, writing and number skills. This website has
excellent resources for English and maths; all can be accessed online and most can be printed out. It
also uses interactive activities to reinforce learning in an interesting way. The activities give answer
sheets so you can check your work.
www.skillsworkshop.org
This website offers free maths and English resources for most levels (these are mostly worksheets)
that can be very useful.
www.bbc.co.uk/gcsebitesize
Aimed at GCSE learners, it offers an excellent range of resources and revision materials. It is userfriendly and fun to use.
www.excellencegateway.org.uk
Helping adults to brush up on their skills and gain the National Certificate in Adult Literacy or
numeracy, including:
 Practice Tests
 Test Your Skills
 Free Resources
This is a great resource for building skills and revision to help further the development of your
literacy and numeracy skills, which in turn may lead you to taking a nationally recognised test.
www.usbourne-quicklinks.com
Online support materials for learners studying Level 2 functional skills in maths and/or English. Once
onto this, Usbourne Books website, simply enter 'better English' or 'junior maths' and you can access
a whole range of useful websites.

15

Other Important Numbers

Organisation
ACAS
Benefit Advice
British Dyslexia
Association

Childline
Citizens Advice
Bureau
National
Careers Service
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Purpose
Advice on your
rights at work
Financial advice
Information and
advice on Dyslexia
and Dyscalculia
24 hour help line for
young people in
distress or danger
Citizens Advice
Information, advice
and guidance on
Employment

Phone
Number
0300
1231100
N/A
0333 405
4567
0800
1111
03444
111 444
0800 100
900

www address
www.acas.co.uk
www.gov.uk/browse/benefits

www.bdadyslexia.org.uk

www.childline.org.uk
www.citizensadviceorg.uk

www.nationalcareersservice.direct.gov.uk

Testimonials
RE: Level 5 in Leadership and Management

Dear Ziggy,
Here at David Bean Wealth Management Ltd we pride our self on our reputation, and doing what we
say we will do.
It’s great to see that Aspire 2 Lean abide by the same principles as us. Last year you mentioned
about additional management training for staff, which was government funded, when I approached
you around this for my staff and myself, you was very helpful, not pushy but very informative. I am
coming towards the end of my year and have nearly completed it. It was really easy to fit around my
time schedule as I’m very busy and the support I got was 2nd to none.
Whilst it’s a lovely thing to add on my C.V, it genuinely made me look at how I manage different staff
members. My management before the course was the same across the board, but now is adaptable
to different team members. I have thoroughly enjoyed the course and would recommend it to
anyone that manages staff or has staff that may one day become a manager, or anyone wanting to
learn more.
Thank you so much for your time and support! David Bean –Cert CII (MP&ER), DipFA, Assoc. Member of SOLLA.
David Bean Wealth management Ltd Partner of St. James’s Place Wealth Management May 2017
Dear Shilpa
"I have completed my Apprenticeship course, studying for and obtaining a Level 3 Business
Administration qualification whilst working with a brilliant organisation, Cuckoo Hall Academies
Trust, as a Finance Assistant. I believe I have achieved a significant amount of knowledge and
understanding of how to work efficiently in a busy working environment and with the help of a
lovely, supportive team, I am able to continue building on a bright future and career in Finance and
Accountancy.
By completing my course it has given me the best foundation and opportunity to develop
professionally and personally as an individual.
Aspire to Learn have been incredibly supportive throughout my whole course and I really do
appreciate all the time, hard work and effort they have put into helping to give me the best possible
start in my life and future. My personal assessor, Shilpa, was amazing and the advice and support
given to me by her will help me to be successful in all aspects of my life.
Thank you very much Aspire to Learn for everything!" 28th November 2016 - Sabba Asif
"I attended my induction at Aspire to Learn with the intention of entering into a Business
Administration Apprenticeship. Little did I know that I would find myself at the start of an enjoyable
journey, resulting in me finding my feet and beginning a career. From start to finish, I was
supported, encouraged and motivated to always give 100% and be the best that I could be. I have
become a valued member of the team within my workplace and am confident in my abilities to do
my job properly. Aspire to Learn offered me a helping hand which transformed into a springboard to
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my future. I cannot thank Aspire to Learn enough for everything they have done to help me unlock
my potential. I would recommend Aspire to Learn to anyone wanting to do an Apprenticeship".
13th October 2016 - Nishat Siddique

"The candidate impressed me at the interview and has proven to be one of the best apprentices I
have ever employed. All the candidates you sent were impressive at interview, it’s just a shame I
could not take on all of them. The Apprentice added real value to my business. This is all down to
the great service and apprenticeship that Aspire to Learn deliver. I would not hesitate to
recommend you to anyone looking to grow their business." 19 May 2016 - Paul Cunningham - Fix Auto
Dagenham
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