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......................................................................About Us

Spencer Apprenticeships is committed to high quality

professional training for the education sector, supporting

excellence in education and securing best possible

outcomes for learners. We are a part of the Spencer

Academies Trust, which has an excellent reputation for

initial teacher training through its main arm of work, the

George Spencer SCITT. 

Spencer Apprenticeships are pleased to offer the Teaching

Assistant (TA) Level 3 Apprenticeship. We are offering

schools this exclusive training opportunity to help grow

members of their teams to take the next step in their

professional journey. In this guide, you will find information

on the programme and what is involved. 

We are excited about this new opportunity to support

schools to train and retain staff and ensure high quality

teaching in all settings. As a provider, we bring our passion

and expertise to this new field and look forward to future

developments.

Email: spencerapprenticeships@satrust.com

Twitter: @SpencerApprent



Please contact Sarah

Kelly for any general

apprenticeship queries

and complaints, or

pastoral concerns.

Sarah Kelly

Apprenticeships

Operations Manager

sarahkelly@satrust.com

Megan Gardner

Apprenticeships 

Administrator

megangardner@satrust.com

Cara Miles

Programme Lead and Facilitator

Quality Assurance

cmiles@chetwyndroad.notts.sch.uk

Please contact Megan

Gardner for any OneFile

queries and guidance.

Please contact Caroline

Arnold to raise any

Safeguarding concerns

that relate to you or your

Apprenticeship

programme.

Please contact Cara

Miles if you have any

issues with the

tasks/assignments you

have been given.

Caroline Arnold

Designated Safeguarding

Lead

carnold@satrust.com

Contact Details....................................................................

Email: spencerapprenticeships@satrust.com

Twitter: @SpencerApprent



.....................................................................Overview of Apprenticeship including End Point Assessment

Initial 

Assessment

Learning and 

Development
Gateway

End Point 

Assessment (EPA)

An interview will take

place to identify any

prior knowledge, skills

and behaviours. 

A skills analysis will be

completed alongside

maths and English

testing if required. 

This will identify if the

apprenticeship is

accessible and

appropriate. This may

identify a reduction in

the programme

length is required. This

will be discussed on

an individual basis

with the school.

Based on the initial

assessment, an

individualised delivery

plan will be agreed

with you and your staff

member. This will

include on and off the

job training.

Spencer

Apprenticeships will

use a blended

approach of online

and face to face

teaching, 1-1 sessions

in the work place and

webinars. 

Before moving to

End Point

Assessment

apprentices must

have completed

all learning,

achieved

functional skills in

maths and English

(if applicable) and

be ready for final

assessment.

Apprentices will

use this time to

prepare for final

assessment. 

Your staff member will be

assessed via an external

End Point Assessor. 

This will be a practical

observation with questions

& answers and a

professional discussion

supported by a portfolio of

evidence. Performance in

the EPA will determine the

apprenticeship grade of

distinction, pass or fail. The

EPA consists of two distinct

methods:

- Practical observation with

Q&A

- Professional discussion

supported by a portfolio of

evidence.

Completion and 

Certification

Upon successful

completion of the end

point assessment your

staff will have fully

demonstrated their

competence in the

subject area and be

awarded with their

Apprenticeship

certificate. In the

unlikely event an

apprentice doesn't

pass, further learning

will take place before

a resit is undertaken.

Start 18 Months

End of Practical

Period (Learning) 2 Months Finish



.....................................................................Off the Job Training

All apprentices must receive 20% off the job training. This is defined as learning which is undertaken outside of day-to-day

work duties and leads towards the achievement of the apprenticeship. This must take place within the apprentice`s normal

working hours. It must directly link to the apprenticeship standard.

The table below give examples of how the off-the-job can be spent:

The following does not count as off-the-job training:

- Level 2 English or maths learning

- Training time which takes place outside of normal working hours and is not given back to the apprentice as time off in lieu

All apprentices must be given ½ a day a week protected off the job time and they are

required to log their hours on their e-portfolio. Off the job training must be signed off by the

mentor and Spencer Apprenticeships.

Learning the theory/ professional

knowledge through:
Practical training through: Learning support time spent on:

Classes/ workshops

Webinars

Online learning

Reading

Research

Inset days

Staff meetings

Some mandatory training such as

safeguarding

Job shadowing

Observations

Feedback

Appraisals and one to one

Mentoring

Visits to other schools

Project work

Events and competitions

Staff meetings

Completing tasks

Completing assignments

Revision

Peer discussions

Preparation for assessments

One to one tutorials with tutor that

contain guided learning



Role of Tutor, Trainer and Mentor

Your staff members will be fully supported through their apprenticeship journey. 

Mentor

This will be a designated colleague within your school who will support the apprentice and work closely with their Trainer. They

will contribute to target setting and reviews which are completed every 6-8 weeks, with the Tutor and Apprentice. Feedback

will be provided to them after every appointment and they will our first point of contact to discuss any areas of concern. All

work based visits will be booked with them to ensure minimal disruption to the school. The mentor is also required to meet with

the Apprentice every month to check on progress, identify any concerns and agree school based targets - we will provide a

proforma to support this meeting. 

Mandatory training takes place on 13/09/2022 3.30pm - 4.30pm.

Trainer

This is the teacher who will be delivering the teaching sessions. They will vary depending on the topic.

Tutor

They will carry out assessment visits every 6-8 weeks which will be a blend of face to face and remote. The role of the tutor is to

guide the apprentice to gather appropriate evidence for their portfolio and to prepare them for End Point Assessment. They

will conduct observations and professional discussions. All apprentices will be set up with an eportfolio, the Tutor will update

this at every appointment with evidence and progress records. They will check off the job records at each visit and will

provide constructive feedback on submitted work and progress. At the end of every appointment, feedback will be provided

to the mentor.

.....................................................................



Teaching

Assistant

Apprentice

Tutor

Role of Tutor, Trainer and Mentor.....................................................................

Mentor

Trainer

This will be a designated colleague

within your school who will support

the apprentice and work closely with

their Tutor. They will contribute to

target setting and reviews which are

completed every 6-8 weeks.

Feedback will be provided to them

after every appointment and they

will be our first point of contact to

discuss any areas of concern. All

work based visits will be booked with

them to ensure minimal disruption to

the school. 

Mentors must:

- Inform Spencer Apprenticeships of

any long term absence (more than 4

weeks).

- Ensure an induction to the

workplace is carried out for all new

apprentices.

- Report any accidents which

happen within the workplace that

involve apprentices.

They will carry out assessment visits

every 6-8 weeks which will be a

blend of face to face and remote.

The role of the tutor is to guide the

apprentice to gather appropriate

evidence for their portfolio and to

prepare them for End Point

Assessment. They will conduct

observations and professional

discussions. All apprentices will be

set up with an eportfolio, the Tutor

will update this at every

appointment with evidence and

progress records. They will check off

the job records at each visit and will

provide constructive feedback on

submitted work and progress. At the

end of every appointment,

feedback will be provided to the

mentor.

This is the facilitator who will be delivering the taught

sessions as part of the training programme. They will vary

depending on the topic.



Induction, Keeping Children Safe in Education and Professional Standards and Personal Accountability

Planning and intervention: sequencing and modelling

Understanding how Pupils Learn: Cognition and memory and Direct Instruction

Develop strategies to support and encourage pupils to move towards independent learning

Curriculum (1) National Curriculum

Curriculum (2): Disciplinary Literacy and EYFS (0-5)

Promoting EDI

 

Updates: Safeguarding and Keeping Children Safe in Education: Identifying different types of abuse.

Working with teachers to understand and support assessment for learning: Feedback and Assessment

 

Early Reading and Phonics

 

Understanding how pupils learn and develop: Child development and Social and Emotional Learning

Develop strategies to support and encourage pupils to move towards independent learning: Trauma and Attachment

 

Develop strategies to support and encourage pupils to move towards independent learning: SEND Specialism

Team work, collaboration and engagement

Literacy and Oracy: prioritising Oracy in the classroom

Technology: Technology in the classroom and E-Safety (teaching our children to be safe and keeping ourselves safe online)

Building relationships and embracing change

Career pathways

Delivery Programme and Dates.....................................................................



Functional Skills maths and English are an essential part of every

apprenticeship course. As part of the apprenticeship standard,

apprentices are unable to sit their End Point Assessment without prior

achievement of maths and English qualifications. 

If your apprentice hasn`t already achieved GCSE Grade 4/C (or

other equivalent maths/English qualification) they will need to

achieve Functional Skills Level 2 Maths and Functional Skills English

qualification. 

They will work through a maths and English learning plan which is

created following the completion of their BKSB diagnostic

assessment at the start of their course. They will complete their

learning remotely and will be supported by a specialist Functional

Skills Tutor who will carry out remote one to one teaching sessions

with them. 

There are final assessments for these which take place 3 times a

year. These dates will be agreed with you in advance. 

................................Functional Skills





.....................................................................Ofsted Readiness

If an inspector visits you, they will ask you a range of questions which could include the

following topics: 



.....................................................................Ofsted Readiness

Your understanding of your learner`s programme and how you are helping them develop their KSBs

How you are kept informed of your learners progress 

Your involvement at the beginning of the apprenticeship

How you ensure that your learner is safe while they are in your organisation

Whether you have the opportunity to give feedback on the service you receive from your training

provider

You are required to know and share the following with your Apprentice/s

You will cover this in your Online Mentor session, however if you have any follow up questions, please use the below QR code to raise them and a

member of the team will get back to you as soon as possible.

If your question/query is urgent, please email Sarah Kelly

sarahkelly@satrust.com

Your employees are acquiring the knowledge, skills and behaviours that they need for their chosen next steps

This provider communicates well with my organisation to ensure that there are good links between the training my

employees receive at work and with the provider

This provider works well with my organisation to review individual employees’ progress and to plan their future training

needs

This provider delivers training that is up to date, relevant and meets industry standards

Would you recommend this provider to other employers? (Yes or No)

What does the provider do well? (free text)

What could the provider do to improve? (free text)

Survey for employers

You will be asked to respond to statements with one of the following options: strongly agree - strongly disagree

Statements:

You will also be asked:



Registered Office 

Arthur Mee Road 

Stapleford 

Nottingham 

NG9 7EW 

w: www.satrust.com 

e: info@satrust.com 

t: 08455 651 870 

@satrust_

Spencer Alliance for Leadership and Teaching encompasses the

following: Spencer Apprenticeships, George Spencer Academy

SCITT, Spencer Teaching School Hub, Derby Research School and

East Midlands West Maths Hub


