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About this workbook

This workbook has been designed for apprentices and their assessors to record evidence for the Employee Rights & Responsibilities (ERR) and Personal Learning and Thinking Skills (PLTS)* elements of their Apprenticeship.  Apprentices should be supported by their Assessor, Line Manager and Mentor if applicable.
Within some Apprenticeship frameworks apprentices will gain accreditation of ERR and/or PLTS* through a unit or qualification.  In these frameworks it may not be necessary to complete all or part of this booklet.  
The table below lists all Skills for Justice frameworks and pathways and the parts of the workbook that apprentices should complete.  This workbook can also be used with other Apprenticeships provided this is specified in the framework document.
	Framework & Pathway
	Employee Rights & Responsibilities section
	Personal Learning and Thinking Skills section

	Level 3 Custodial Care
	Yes
	Yes

	Level 3 Policing (Defence Policing pathway)
	Yes
	Yes

	Level 2 Court/Tribunal and Prosecution Administration (Court/Tribunal pathway)
	No
	Yes

	Level 2 Court/Tribunal and Prosecution Administration (Prosecution pathway)
	Yes
	Yes

	Level 3 Emergency Fire Service Operations
	Yes
	Yes

	Level 3 Employment Related Services
	Optional**
	Yes

	Level 3 Witness Care
	Yes
	Yes


For more information on Skills for Justice Apprenticeship frameworks please see the following link: http://www.skillsforjustice.com/template01.asp?pageid=40 
*Personal Learning and Thinking Skills are a requirement of English Apprenticeship frameworks only
**There are alternative options available to satisfy the criteria for ERR, please see the Employment Related Services framework for details
Guided Learning Hours (England)

Apprentices in England must receive a certain number of Guided Learning Hours (GLH) per year.  Each Apprenticeship framework specifies the minimum GLH an apprentice must receive.  Learning Providers must record the number of GLH an apprentice receives per year and tick the relevant box in Appendix A of this workbook to confirm that the minimum GLH has been delivered when claiming Apprenticeship certificates. 

For more information on the minimum GLH requirements please see the relevant section of the Apprenticeship framework document: http://www.apprenticeshipframeworksonline.semta.org.uk
On & Off the Job Training (Wales)

Apprentices in Wales must receive a certain amount of on and off the job training as specified in the Apprenticeship framework.  Learning Providers must record the amount of off and on the job learning that an apprentice receives and tick the relevant box in Appendix A of this workbook to confirm that the minimum requirements for the framework have been met when claiming Apprenticeship certificates. 

For more information on the minimum off and on the job training requirements please see the relevant section of the Apprenticeship framework document:
http://www.apprenticeshipframeworksonline.semta.org.uk
Certification Requirements for Apprenticeships
Learning Providers are responsible for claiming Apprenticeship certificates for apprentices who meet the requirements set out in the Apprenticeship framework.  For copies of Apprenticeship frameworks please see the following link:

http://www.apprenticeshipframeworksonline.semta.org.uk 

Learning Providers should complete and send a copy of the Skills for Justice Certificate request form and appendix A of this booklet along with all relevant qualification certificates and evidence.  For more information about certification see the Skills for Justice website:
http://www.skillsforjustice.com/Products-Services/Professionalisation/Apprenticeship-Certification 
Employee Rights and Responsibilities (ERR)

1.  Background to Employee Rights and Responsibilities

In 2001 the Secretary of State for Education and Employment made it a requirement that all Apprenticeship frameworks include Employee Rights and Responsibilities (ERR).  This may be the first experience of a workplace for some apprentices and even if it is not their first job it is unlikely they will have worked in a Justice organisation before. The knowledge and skills that people who have been employed for a long time take for granted will be unfamiliar to many apprentices, which is why ERR is such an important part of the programme. The Specification of Apprenticeship Standards England (SASE) and Specification of Apprenticeship Standards Wales (SASW) which will become law in April 2011 reinforce the importance of ERR in Apprenticeships. 
Although ERR does not have to be formally accredited the learning provider must include evidence of completion when claiming the apprenticeship certificate.  

2. Who should complete the Employee Rights and Responsibilities section of this workbook?

Some Skills for Justice Apprenticeship frameworks incorporate the ERR evidence requirements into the knowledge and/or competence element.  For those completing these frameworks the completion of this workbook is not necessary. However, employers may find it useful for this workbook to be completed as part of the induction process. The resulting portfolio will be a useful resource for apprentices to refer back to and could provide evidence toward the competence element. 

For information about how ERR should be evidenced please refer to the mandatory requirements section of each framework on the Skills for Justice website: http://www.skillsforjustice.com/Products-Services/Professionalisation/Apprenticeship-Frameworks 
3. What should Employee Rights and Responsibilities cover? 

All frameworks must cover:

	· The rights and responsibilities of workers (including equal opportunities legislation)

· The organisation, disciplines and representative structures of the industries concerned 

· How an Apprentice’s role relates to the industry in which they work

· The impact on the sector of public law and policies 


The workbook identifies the specific learning targets, topics and criteria to be covered and can be found in Section 6.
4. Whose responsibility is it to provide the evidence for ERR?

It is the responsibility of the apprentice to make sure they record their learning in the workbook as evidence against each target. The Line Manager or tutor must sign off each target when they are satisfied the apprentice has covered all the criteria. It is the responsibility of the learning provider and the employer to make sure that all the learning targets and topic areas have been evidenced and to provide opportunities to gather evidence.  It is advised that regular reviews are carried out to monitor progress toward completion. 

The learning provider must return a copy of the ERR Completion Confirmation Form with the apprenticeship certificate claim form. The form must have been signed by the learning provider, the employer and the apprentice. A copy of the form can be found in Appendix A.

5. Evidencing Employee Rights and Responsibilities learning targets and criteria 

There will be many opportunities to gather evidence for ERR through completion of the technical certificate, the NVQ and the induction process. As a guide for apprentices and employers, Skills for Justice has identified potential types of evidence for each target and topic area (Table 1). Apprentices must state how each of the learning targets and topics were evidenced. For example, evidence can be gathered through direct instruction, through discussion with their supervisor or colleagues, or documentation. 

Table 1: Methods of gathering evidence for ERR

	Instruction
	Evidenced through classroom based learning including the technical certificate, training courses arranged by the employer, or formal induction sessions delivered by the employer

	Discussion 


	Evidenced through discussion with the line manager, mentor or colleagues.  The learning criteria can easily be turned into questions which can be used to guide the discussion. The apprentice can use questions to find out specific information from a particular person. For example, the named first aid or fire safety officer. Alternatively the line manager, mentor or colleagues can use questions to test the apprentice’s knowledge and understanding. For example, the line manager could use questions to check the apprentice understands the wider political context within which the organisation operates. Question and answer sheets could be used as evidence for NVQs.

	Documentation

	Evidenced through reading relevant internal and external publications including organisational policies and procedures, annual report, legislative and national policy documents. The apprentice should make a note of the source of information. For example, the title of the document or the website address.   


6. Employee Rights and Responsibilities Workbook: Targets and Criteria  


	TARGET 1
	The apprentice knows that employers and employees have a range of statutory rights and responsibilities under employment law and that employment can be affected by other legislation
	Suggested primary sources of evidence 

Evidence must be provided for each topic area and cover the related criteria 
	How evidenced and comments 

Include the title of the document / lesson or training or the name of individual discussed with 

	Topic area 1.1
	Contracts of employment 
	· Documentation  
	

	Criteria 
	· Purpose of a contract of employment (including the contract of employment as a legally binding document and when a contract becomes legally binding)

· Employee rights under Employment Rights Act 1996 (including differences between contracts of varying duration e.g. permanent, fixed term, part time)

· Procedures for changing terms and conditions or terminating employment  

· Management of conflict and grievance procedures and purpose of and process for an Independent Employment Tribunal
	
	

	Topic area 1.2
	Anti-discriminatory provisions (gender, race, disability, age)
	· Documentation 

· Instruction 


	

	Criteria 
	· The definition of ‘disability’

· Legal protection offered by legislation (including Equal Pay Act 1970, Disability Discrimination Act and age discrimination legislation)

· Exemptions that apply to legislation (e.g. Equality Act 2010)
· Protection that exists for employees who make or intend to make a complaint 

	
	

	Topic 1.3
	Working hours and holiday entitlements 
	· Documentation 
	

	Criteria 
	· Provisions of the Working Time Regulations 1998, how they are enforced and exemptions. Role of the Health and Safety Executive 

· Legal rights of employers and employees relating to number of holidays, time off for other public functions and duties and maternity / paternal leave  
	
	

	Topic 1.4
	Sickness absence and sick pay
	· Documentation 
	

	Criteria 
	· Purpose and provisions of Statutory Sick Pay 
	
	

	Topic 1.5
	Data protection 
	· Documentation 

· Instruction 
	

	Criteria 
	· Purpose and provisions of Data Protection Act 1999 for written and electronic data 

· Principles governing management of data
	
	

	Topic 1.6
	Health and safety 
	· Documentation 

· Instruction 
	

	Criteria 
	· Employer and employee responsibilities under the Health and Safety at Work Act 1974

· Specific health and safety policies and procedures relating to work with young people 
	
	

	Topic 1.7
	Legislative frameworks in the sector 
	· Instruction 

· Documentation 

· Discussion with line manager


	

	Criteria 
	· Legislation, as set by UK and EU governments, relating specifically to the sub-sector
· The name and role of regulatory bodies relevant to the sub-sector responsible for monitoring and enforcing legislation 
	
	

	Signature of Line Manager / Assessor:
	Date:




	TARGET 2
	The apprentice knows that there are procedures and documentation in their organisation which recognise and protect their relationship with their employer
	
	

	Topic 2.1
	Contracts of employment 
	· Discussion with line manager or HR Manager

· Documentation 
	

	Criteria 
	· Candidates own contract and/or terms and conditions 

· Grievance procedures in employing organisation 

· Salary payment system in employing organisation 
	
	

	Topic 2.2
	Anti-discriminatory provisions 
	· Discussion with line manager or HR Manager

· Documentation

· Instruction 
	

	
	· Equal Opportunities policies and procedures in the employing organisation 

· Steps to be taken if apprentice experiences or witnesses bullying 

· Exemptions from legislation relevant to apprentice’s occupation 
	
	

	Topic 2.3
	Working hours and holiday entitlements 
	· Discussion with line manager or HR Manager

· Documentation
	

	
	· Working hours and rest periods apprentice is entitled to

· Employing organisation’s process for

· requesting time off work and rules around reason for time off 
	
	

	Topic 2.4
	Sickness absence and sick pay 
	· Discussion with line manager or HR Manager 

· Documentation
	

	
	· Policies and procedures of employing organisation relating to sick pay any additional entitlements

· Policy around notification of sickness and implications of not following procedures
	
	

	Topic 2.5
	Data protection 
	· Discussion with line manager or HR Manager

· Documentation
	

	
	· Policies and procedures of employing organisation relating to information contained in personnel files 

· Who to approach and how to update data on personnel file 
	
	


	Topic 2.6
	Health and safety 
	· Discussion with line manager or HR Manager and mentor 

· Documentation

· Instruction 
	

	Criteria
	· Specific health and safety regulations and codes of practice in employing organisation 

· Policies and procedures in place to protect apprentice and others in the workplace e.g. environmental risk factors and use of equipment 
	
	

	Signature of Line Manager / Assessor:
	Date:




	TARGET 3
	The apprentice knows that there are a range of sources of information and advice available to them on their employment rights and responsibilities 
	
	

	Topic 3.1
	Internal sources
	· Discussion with line manager or HR Manager and colleagues 

· Documentation 
	

	Criteria 
	· The range of information/Advice made available by employer relating to their employment and working practices and where it is located
	
	

	Topic 3.2
	External sources
	· Discussion with line manager or HR Manager and mentor 
	

	Criteria 
	· Other sources of information/Advice, what they provide and how to use them 
	
	

	Signature of Line Manager / Assessor:
	Date:




	TARGET 4 
	The apprentice understands the role played by their occupation within their organisation and industry 
	
	

	Topic 4.1
	The industry 
	· Discussion with Service Manager, line manager, mentor and colleagues 

· Instruction 
	

	Criteria 
	· The different parts (strands) of the sector and how they relate to each other

· Which parts of the sector the apprentice’s organisation operates within

· The characteristics of the organisation and how typical they are in terms of number of employees, turnover, market type and how they are governed 

· Changes within sector in recent years and the impact on organisation’s and employee’s working practices
	
	

	Topic 4.2
	Occupational roles and organisational structure 
	· Discussion with line manager, mentor and colleagues 

· Instruction
	

	Criteria 
	· Structure of organisation and whether this is typical

· How responsibility for functions is split e.g. finance, personnel, marketing, health and safety

· The main purpose and responsibilities of the apprentice’s role, what department they are part of and what part their role plays in the organisation’s operation  

· Formal and informal systems to ensure cooperation across the organisation and manage conflict 

· How to interact effectively with colleagues and why it is important 
	
	

	Signature of Line Manager / Assessor:
	Date:




	TARGET 5
	The apprentice has an informed view of the types of career pathways open to them
	
	

	Topic 5.1
	Occupations and career pathways 
	· Instruction

· Discussion with line manager, mentor and colleagues 
	

	Criteria 
	· The main specific occupations in the sub-sector
· The requirements and characteristics of typical career paths associated with the apprentice’s occupation and those closely related to it

· The main stages and requirements of the apprenticeship and what training and development opportunities their employer provides in relation to this including Access to Work and Additional Learning Support
	
	

	Signature of Line Manager / Assessor:
	Date:




	TARGET 6
	The apprentice knows the types of representative bodies relevant to the sector and their organisation, and their main roles and responsibilities 
	
	

	Topic 6.1
	Representation 
	· Documentation 

· Discussion with line manager, tutor and mentor 

· Instruction 
	

	Criteria 
	· The name and role of staff organisations or trade and employer organisations at organisational and national levels relevant to the sub-sector and apprentice’s occupation

· The name and role of professional and regulatory bodies relevant to the sub-sector and apprentice’s occupation

· The name and role of the Sector Skills Council as a sector body relevant to the sub-sector and apprentice’s occupation
	
	

	Topic 6.2
	Cooperation and conflict 
	· Discussion with line manager, tutor and mentor 
	

	Criteria 
	· The formal and informal systems in place to ensure cooperation between different bodies and how conflict is managed

· The nature of the interaction between the employer and different interest groups and why these are essential to the employer’s operation  
	
	

	Signature of Line Manager / Assessor:
	Date:




	TARGET 7
	The apprentice knows where to get information and advice about the sector, their occupation, training and career
	
	

	Topic 7.1
	Internal sources 
	· Discussion with mentor, HR Manager and colleagues  
	

	Criteria 
	· Information/Advice made available by the employer and how it can be obtained 
	
	

	Topic 7.2
	External sources 
	· Discussion with mentor, HR Manager and tutor 
	

	Criteria 
	· Information/Advice sources outside the workplace, what they provide and how to use them
	
	

	Signature of Line Manager / Assessor:
	Date:




	TARGET 8
	The apprentice can describe and work within their organisation’s principles and codes of practice 
	
	

	Topic 8.1 
	Codes of practice and operating principles 
	· Documentation 

· Discussion with line manager, mentor and colleagues 
	

	Criteria 
	· The mission statement, codes of practice, documentation and procedures the apprentice must work to 

· How codes of practice relate to legislative and regulatory frameworks, principles established by professional or trade organisations and the employer itself

· How the employer promotes it’s ethos of practice to staff, partners and the community 

· The implications for individuals and organisations of not following the codes of practice or meeting the standards 
	
	

	Topic 8.2
	National Occupational Standards 
	· Discussion with line manager and HR Manager 

· Documentation 
	

	Criteria 
	· How the employer uses NOS to measure the apprentices competence in working within codes of practice

· What the apprentice should do if they have difficulty meeting the codes of practice or standards they are expected to apply in their work 
	
	

	Signature of Line Manager / Assessor:
	Date:




	TARGET 9
	The apprentice recognises and can form a view on issues of public concern that affect their organisation and the sector
	
	

	Topic 9.1
	Issues in the industry 
	· Instruction 

· Discussion with Service Manager  

· Documentation 
	

	Criteria 
	· Current views of public concern that are relevant to the sector and the views of the representative bodies on them

· Key shifts in public opinion and how they have affected the sector, the employer and workforce, and the apprentice’s working practices

· How key changes in public opinion can affect the way organisations and occupations operate

· How organisations might predict, monitor and influence public opinion and adjust how they represent themselves and their services

· Examples of how the employer’s and/or relevant representative bodies values or views have been made known to the wider community on a local, regional or national level   
	
	

	Signature of Line Manager / Assessor:
	Date:




Personal Learning and Thinking Skills (PLTS)

7. Background to Personal Learning and Thinking Skills

Employers from all walks of life have identified personal learning and thinking skills as important employability skills and necessary attributes for those preparing to enter the workforce. Personal Learning and Thinking Skills have been developed to be flexible enough to respond to specific needs of employers and can be contextualised to suit any industry, company or sector. 
The Specification of Apprenticeship Standards England (SASE) introduces Personal Learning and Thinking Skills as a requirement of all Apprenticeships in England. Apprentices will have the opportunity to achieve these skills throughout the term of their Apprenticeship. It is essential for apprentices to develop these generic employability skills as part of their Apprenticeship experience.
The personal learning and thinking skills consist of six separate generic groups of skills that combined with functional skills of Maths English and ICT, give an Apprentice the breadth and depth of skills needed to enhance their performance in the workplace.
8. How to evidence PLTS

Apprentices, with guidance from assessors and line managers, should use the evidence sheet in section 9 to record specific examples of situations where they have demonstrated each of the Personal Learning and Thinking Skills.

Personal Learning and Thinking Skills have been mapped to the competence element of this framework.  This provides a guide as to where there may be opportunities to demonstrate each of the skills.  However this is provided only as a guide because there will be opportunities in other situations to demonstrate each of the skills.  For more information about the mapping please see the following link: http://www.skillsforjustice.com/Products-Services/Professionalisation/Apprenticeship-Frameworks 
Working with both their Assessor and their employer, apprentices will learn through acquiring these skills, how to be flexible and confident members of a team, or similarly, work autonomously and generate ideas. To ensure there is an integrated approach, assessment of PLTS is integrated with the assessment of the main knowledge and skills of the Apprenticeship 

PLTS allow for a personalised approach and specific skills development as needed. They make explicit skills that are already being developed and therefore aid transferability and recognition. 

9. Personal Learning and Thinking Skills Evidence Sheet

	Skill
	How has this skill been demonstrated (Provide examples of specific situations where you have demonstrated each skill)

	Creative Thinking
Apprentices think creatively by generating and exploring ideas, making original connections.  They try different ways to tackle a problem, working with others to find imaginative solutions and outcomes that are of value.
	

	Independent Enquiry
Apprentices can process and evaluate information in their investigations, planning what to do and how to go about it.  They take informed and well- reasoned decisions, recognising that others have different beliefs and values.
	

	Reflective Learning
Apprentices evaluate their strengths and limitations, setting themselves realistic goals with criteria for success.  They monitor their own performance and progress, inviting feedback from others and making changes to further learning.


	


	Skill
	How has this skill been demonstrated (Provide examples of specific situations where you have demonstrated each skill)

	Team Working

Apprentices work confidently with others, adapting to different contexts and taking responsibility for their own part.  They listen to and take account of different views.  They form collaborative relationships, resolving issues to reach agreed outcomes.
	

	Self Management

Apprentices organise themselves, showing personal responsibility, initiative, creativity and enterprise with a commitment to learning and self-improvement.  They actively embrace change, responding positively to new priorities, coping with new challenges and looking for opportunities.
	

	Effective Participation

Apprentices actively engage with issues that affect them and those around them.  They play a full part in the life of their school, college, workplace or wider community by taking responsible action to bring improvements for others as well as themselves
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Appendix A Confirmation of Completion of Apprenticeship Workbook 

This is to confirm that the apprentice named below has satisfied the requirements as set down in the Apprenticeship framework for:






     (Tick)







 
(Tick)
Employee Rights & Responsibilities




 Guided Learning Hours (GLH) in England
Personal Learning & Thinking Skills (England)


 On and Off the Job Training in Wales
	Title & level of Apprenticeship:
	


	Name of Apprentice:
	

	Employer
	

	Training Provider
	

	Signature of Apprentice: 


	

	Date: 
	

	Name of Line Manager: 
	

	Signature of Line Manager: 


	

	Date: 
	

	Name of Assessor:
	

	Signature of Assessor:


	

	Date: 
	


This form must be signed and dated by all parties and returned to Skills for Justice with the Apprenticeship certificate claim form.
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