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Support for you

The Apprentice Academy (TAA) offer a comprehensive range of support throughout the
apprenticeship to ensure you and your employer get the most out of the programme. Your key TAA
contacts will be:
 
Coach
 
Your Coach will take you through your programme to ensure all the key elements are achieved. 
 
They will: 

Agree the Learning Plan and Commitment Statement with you
Visit or contact you every four weeks and work with you to get the most from your apprenticeship
Plan with you any training needs
Conduct performance reviews with you and your employer every 12 weeks 
Support you with any work or pastoral issues that may occur
Provide advice to progression routes for you
Encourage you to achieve at the highest possible level in terms of outcomes and grades

Programme Manager
 
The programme manager's role is to oversee the smooth running of all aspects of the
apprenticeship.  Although your primary contact will be with the Coach, the programme managers will
be able to provide any on-going support or clarification that you might need. 
 
Our Programme Managers are
 
Business Administrator and Housing - Lisa Grundy - lg@theapprenticeacademy.co.uk
 
Accountancy - Angela Renshaw - ar@theapprenticeacademy.co.uk
 
All three are contactable via the office number, which is 0161 200 1673



Winning Awards

The 'Apprentice Star' Award
 
We think it's important to celebrate success and recognise good
work, so have developed 'Apprentice Stars', a six-monthly award
for apprentices. The award can only be won if your employer
nominates you. The nomination can be for any number of reasons
such as outstanding performance, willingness to learn, having a
positive attitude, supporting colleagues, commitment or overcoming
a difficulty. All nominated apprentices will be visited in their
workplace by one of our directors and presented with a certificate
and small gift.



Health and Safety

We are committed to ensuring your safety within your working environment throughout your time
with us. At the start of your training, you will be given an induction to health & safety.
 
If there are any potential risks in your working environment, then you will be provided with the
suitable protective equipment and how to use it appropriately. You will also be notified of any
restrictions as well as having training on any health & safety issues.
 
It is important that you are aware of the legal aspects of health & safety and how it affects both
employees and employers. The Apprentice Academy has a responsibility to carry out a health &
safety audit, prior to your start date, at your place of work. This will make sure that your employer
has everything in place that they should have and will ensure your safety in your new role.

To protect young people from working in unsafe conditions, there is the Management of Health &
Safety at Work Regulations 1999.
 
Under these regulations, employers must:
 
Ensure that any risks posed to all young people under 18 years of age have been assessed prior to
the employee’s start date. This risk assessment must take into account psychological or physical
immaturity, inexperience and lack of risk awareness.
After the risk assessment, control measures need to be put in place to minimise risks as much as
practically possible.
 
Employers must also provide relevant information to the rest of their employees and the
parents/guardians of the young person.
 
Your employer will have a current ‘Employers Liability Insurance’ Certificate (ELI), this is to cover all
employees in case of an accident occurring. This must be on view either on a wall in the staff room
or in the office. 

As well as the Health & Safety laws, there is also legislation that restricts the hours that a person
under the age of 18 can work. This means that: 
 

Young people cannot work night shifts (between the hours of 10pm-6am) unless they are
subject to regular health assessments.
In a 24-hour period, they must have a rest period of at least 12 hours.
Must have at least two days off per week (preferably consecutive). This may be interrupted by
justifiable short periods of work. However, the rest period must not be shortened to any less
than 36 hours.
The young person must have a 30-minute break when working more than 4 ½ hours.
After three months of employment, the young person is entitled to four weeks paid holiday per
year.



During your employment, existing risk assessments must be continuously reviewed according to
business practices. During these risk assessments, employers must take these additional factors
into account: 

Layout of the workplace and your workstation.
Use and handling of work equipment.
How activities and processes are organised.
Any health & safety training that has already been given or that is expected to be given.

You are not expected to do work:

That is beyond their physical or psychological capabilities.
Involving harmful exposure to radiation or risks to their health (including noise, vibration or 
extreme hot or cold).
Involving harmful exposure to any agents that could chronically affect their health.

If you would like any further information, please speak to your career coach. Also, please refer to
the following useful websites: 

www.hse.gov.uk www.tuc.org.uk

Potential Hazards at Work
 
Electrical Hazards
Electricity is a major hazard both in and out of work. Before using any electrical equipment, be
sure that you have been trained in its use. Always check for damaged cables, plugs or equipment
casing.  If anything looks faulty DO NOT USE IT. With any tools or equipment, always report any
defect you find, or which develops during use, to the supervisor who should take the equipment
out of service and arrange for repair or replacement. Examples of electrical equipment that you
may be required to use are a computer, audio equipment, or a kettle.
 
Fire Hazards
Fire is also a hazard both in and out of work. It is your employer’s duty to inform you of the
emergency arrangements and procedures. Make sure that you know the fire alarm system, the
exits and assembly area. If you discover fire follow the fire instructions you have been given.
 
Lifting safely
From time to time it might be necessary to lift, carry, push or pull things at work – or elsewhere.
Many injuries and ill health conditions result from poor physical movements and poor handling
methods. Where it is necessary to move things manually, care must be taken to assess the task,
the load and the capability of the person carrying out the task. If you are involved with manual
handling tasks you will need to be given instructions in safe manual handling techniques. Always
ask if you have any doubts about this work.
 
Procedures
Your employer will tell you about the accident notification and first aid procedures. You must report
ALL accidents – even ‘the near misses’, as it’s often the only chance that injury has not occurred
and steps need to be taken to prevent recurrence. If you have injured yourself you must enter the
details in the accident book and get first aid attention if necessary.



Online Safety
Staying safe online is an important issue for young people with matters like cyberbullying and
grooming becoming an increasingly serious problem.
 
Coping with cyber bullying can be difficult because it can happen at anytime and anywhere. To
make matters worse, cyber bullying messages and images can be shared so more people can see
them and they can remain online longer, compared to other kinds of bullying.
 
Grooming describes how a person manipulates or attempts to gain trust of a young person with
intent of sexual harm. It is most common in chat rooms and social networking sites where
predatory adults disguise themselves as another young person.
 
Sharing information on the internet through networking, socialising and purchasing increases the
risk of identity theft. There are numerous ways thieves can access your information without you
knowing and young people make prime targets for identity thieves because you have no credit
history so clean credit reports.
 
In the same way we consider our personal safety as we go about our daily activities, we also need
to learn to protect ourselves in an online environment, with the following online safety tips: 

When setting up social networks

Ensure that all of your privacy settings are in use to stop everyone online being able to see 
what you are posting.
Choose strong passwords that can’t easily be guessed by others.
Make sure your profile pictures are appropriate, decent and respectful.
Don’t disclose too much personal information in bios – you don’t want just anyone knowing 
these details.

Posting

Posting inappropriate and provocative images, videos and status updates can have a lasting
impact on your career as more employers check social profiles to find out about future
employees.
Status updates discussing drinking or drug use can again get you in to trouble with the police
but can also damage your own reputation which could affect you later in life.
Don’t share offensive comments about race, sexuality or religion; this again can have serious
repercussions.
Before posting ask yourself if you really want all of your followers to see it, if not then DON’T
POST IT! 



Sharing

Don’t share any information with strangers online regardless of who you think they might 
been clicking and sharing links online. These can often be filled with viruses that can find out 
personal information.
Once posted, always posted! Regardless of whether you post a message, photo or video or 
share a status and then delete it, there is always a record online. Always be mindful of what 
you are posting and sharing.

Useful websites for more information:
 
www.childline.org.uk/explore   
www.getsafeonline.orge   
www.commonsensemedia.org 
www.kidsmart.org.uk/digitalfootprints                                
www.coop.police.uk



Bullying
The term ‘bullying’ is used when an individual or group of people intentionally hurt, harass or
intimidate someone else. Here are some examples of bullying:

Name calling
Teasing
Physical violence such as pushing, punching or attacking someone else
Forcing someone to hand over money and/or processions
Abusing or threatening someone by text message, email, social networking or any other
form of digital communication (cyber bullying)
Spreading rumours
Intentionally ignoring someone or leaving someone out
Attacking someone because of their religion, race, sexuality, gender, ethnicity, disability or
appearance (hate crime) 

A common emotion of people who are being bullied is to feel ashamed. There is no reason to
be ashamed, it is not your fault. However, it is important to take control of the situation and get
help. This will stop you from being treated this way and may even stop it from happening to
others in the future. Here are some ways to help your situation: 

Tell someone that you trust such as a friend, parent/guardian or somebody from The
Apprentice Academy such as your career coach.
Keep a record of what is happening - keep a track of dates and times and keep any nasty
messages or emails that have been sent. If you need a bullying diary template, you can
download one from www.childline.org.
Try to avoid being around the bully.
Tell any friends or trusted colleagues at work what is happening so that they can look out for
you and even act as a witness.
Try to avoid retaliating. This can end up with you getting in trouble as well as the bully!
Childline is a confidential service that gives advice on situations like bullying. Call them on
0800 1111 for help. 

For those who bully:

Remember: you are hurting someone’s feelings. How would you feel if it was you being
bullied? 
Bullying is a very serious matter and there are procedures in place in the workplace that
protect the person being bullied. You could end up losing your job, or the police could get
involved. 

Safeguarding

In life, there are often times when we feel affected by personal matters in or outside of work. We 
hope that you will be happy throughout your time with us and beyond. But, just in case you need 
help, these pages are here to give you some guidance.



What is extremism?
Extremism can be defined in a number of ways:

Simplistic views of the world and of ‘the enemy’, in which particular groups or aspects of society
are seen as a threat.
Intolerance and lack of respect for other people’s views, freedom and rights.
Rejection of fundamental democratic values and norms, or non-acceptance of democratic
decision-making processes. 
Use of illegal and possibly violent methods to achieve political/religious ideological goals.

What is radicalisation?
Radicalisation is a process by which an individual or group comes to adopt increasingly extreme 
political, social, or religious ideals and aspirations that:

Reject or undermine the status quo.
Reject and/or undermine contemporary ideas and expressions of freedom of choice.

In some cases, a radicalisation process includes exposure of an individual to extremist viewpoints 
that may eventually influence the person to carry out an act of violent extremism or terrorism.
 
If you have any concerns of believe someone is at risk of radicalisation, please urgently speak to 
you career coach or one of our safeguarding officers.
 
Drugs
 
A drug is any substance that alters your state of mind and changes how your body works for 
various amounts of time. There are many different types of drugs. Some, such as alcohol and 
tobacco, have a legal age limit, while others such as cannabis, cocaine and heroin are classed as 
illegal substances and are unsafe to use, even in small amounts.
 
If you or someone you know has become involved with drugs and need help, tell a friend or your 
career coach or alternatively, visit www.talktofrank.com or call them free on 0800 776 600.

Extremism and Radicalisation
 
The Apprentice Academy values the fundamental rights of freedom of speech, expression of 
beliefs and ideology. However, all rights come with responsibilities and free speech or beliefs 
that manipulate the vulnerable or promote hatred will not be tolerated.
 
We seek to protect our apprentices from all forms of violent extremism and ideologies including 
those linked to far right/neo-Nazi, white supremacist ideology, Islamist ideology, Irish nationalist 
and loyalist paramilitary groups and extreme animal rights groups.



Domestic Violence and Relationship Issues
Domestic violence is described as any aggression or violence that happens within the home 
environment. It usually occurs between two adults in the family and is completely unacceptable, as 
well as NEVER being the fault of the person that it is directed towards. If you or a family member 
are the victims of domestic violence, do not suffer in silence - you deserve respect and there are 
people out there who can help. If you need help, there are a number of people you can contact:

Talk to a friend, family member, guardian or someone from The Apprentice Academy. You will
not be judged, we are here to help. 
Call the National Domestic Violence helpline on 0808 200 0247 or visit www.refuge.org.uk.
If it is an emergency, call the police on 999.

We are here to support you if you need help or are experiencing problems with any other personal 
relationships including the following:

Divorce (parents splitting up)
Being a young carer
Adoption and fostering
Coping with death or illness
Suicidal thoughts

These are all serious matters, but there are always people out there who can help you and even 
sort things out for you if needed.
 
Financial Issues
Many people experience financial issues at some point in their life. Taking a few simple steps and 
managing your finances effectively can help you avoid debt and financial difficulties. If you get into 
debt, it makes you vulnerable to many outside influences that can have serious consequences. 
Here are some tips to help you manage your money:

Open a bank account so that your wages can be paid directly into it. With a bank account you will
be given a debit card to withdraw money from ATM machines and pay for items by card.
Keep away from credit cards, overdrafts or bank loans unless it is absolutely necessary.
Borrowing money can be useful at times, however, it can be extremely difficult to repay what is
owed and can mean you end up in a worse financial situation than you were originally.
• Steer clear of payday loan companies. Borrowing money from these companies can often result
in massive amounts of debt which can take a long time to pay back.
Remember: If you pay a cheque into a bank account it will take at least three working days
before you can withdraw the money.
Avoid using online gambling sites – online betting is playing a big part in the rise of young people
developing gambling problems. 

If you get into financial difficulties, please speak to us - don’t bury your head in the sand, it will only 
get worse if you do this. For free, confidential and impartial advice you can also visit 
www.citizensadvice.co.uk.



Housing
If you are thinking of leaving home or you are concerned about being homeless, there are many 
options available to help such as:

Private flats, houses and bedsits
Housing Association or Council Flats and Houses (However, you usually have to be at least 18
years old to apply for these types of accommodation)
Specialist supported housing for young people 

When selecting a property to rent, please consider the following:

Check if the rent includes any bills.
Check if you are eligible for any benefits (e.g. housing benefit).
Ask the landlord for a copy of the gas and electrical safety certificate.
When viewing the property, make sure it is during daylight hours.
You will have to make sure that your belongings are insured and get a TV licence.
Check out the local doctors and dentists to see if you can register with them.

If you are in care, don’t forget that your Leaving Care Support Worker is there to help you, and will 
offer advice and support.
 
Safeguarding Officers
Do you have anything of a personal nature that you would like to discuss with The Apprentice 
Academy?
 
If you need advice, support or if there’s anything you need to speak about, you can speak to your 
career coach or one of our safeguarding officers Lucy and Julie, in confidence, contact details below.

Lucy Read
safeguarding@

theapprenticeacademy.co.uk

Julie Watkinson
safeguarding@

theapprenticeacademy.co.uk



Wellbeing
Free Counselling Service
Your wellbeing is very important to us and as part of your apprenticeship programme you have full
access to our free confidential counselling service. Many individuals go through challenging times
and often don’t feel comfortable talking to those around them. There are many reasons that
individuals may want to access this service. Our trained counsellors can speak to you over the phone
or can meet with you personally at our centre. This service is available to all our learners.
 
How to access this service: email wellbeing@theapprenticeacademy.co.uk or speak to your
coach. Please note this is a completely confidential service.

Useful Contacts
MENTAL HEALTH AT WORK: https://www.mentalhealthatwork.org.uk/

CALM: https://www.thecalmzone.net/ - 0800 58 58 58

SAMARITANS: www.samaritans.org - 08457 90 90 90

QWELL - Online Counselling for adults: https://www.qwell.io/team.html

PAPYRUS - Young suicide prevention: https://papyrus-uk.org/training/ - 0800 068 41 41

MENS HEALTH FORUM: https://www.menshealthforum.org.uk/ - (+44) 020 7922 7908

GAMCARE - Support for gambling addiction: https://www.gamcare.org.uk/ - 0808 8020 133

CITIZENS ADVICE BUREAU: www.citizensadice.org.uk - 03444 111 222

SURVIVORS UK - Male abuse: https://www.survivorsuk.org/question/grooming/

VICTIMS OF TERRORISM: https://victimsofterrorism.campaign.gov.uk/

KOOTH (Online mental health service for young people): www.kooth.com

DRINKLINE: www.patient.co.uk/support/drinkline - 0800 917 8282

ADDICTION HELPER: www.addictionhelper.com - 0800 044 8319

NSPCC (Child Protection Helpline): www.nspcc.org - 0844 892 0225

SOCIAL SERVICES: www.manchester.go.uk/socialservices - 0161 234 5000

SHELTER LINE - Help with accommodation: www.england.shelter.org.uk - 0808 800 4444

VICTIM SUPPORT LINE: www.victimsupport.org.uk - 0845 30 30 900

HARMLESS (Support around self-harm): www.harmless.org.uk - 0115 934 8445

CHILDLINE: www.childline.org.uk - 0800 1111


