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Useful contacts 

 

Time Training  
Head Office 

Blair Athol House 
Ashfield Avenue 
Feltham 
Middlesex 
TW13 5BB 
 
02088440800 

Director Name: Lorna Hackland-Crowther 
Phone: 02088440800 
Email: LornaHackland@aol.com  
 

Programme Manager/ 
Assessor/ Tutor/ IQA 

Name: Robert Ernest 
Phone: 07488599183 
Email: office.ouat@gmail.com 
 

Lead IQA/ Assessor/ Tutor/  
  

Name: Janice Beard 
Phone: 07859002363 
Email: timetrainingltd@gmail.com 
 

Functional Skills Tutor Name: Sophie Smith 
Phone: 02087515810 
Email: feltham.ouat@gmail.com 
 



The apprenticeship 
Induction 

The induction process is designed to ensure that you can settle into your 
apprenticeship quickly and efficiently, so that you can understand your role and 
responsibilities and those of your employer and training provider. It is important for 
you to complete the induction so that you can identify your contribution to your 
organisation and become aware of your rights and responsibilities.  
 
You will have an induction to your qualification including information about all the 
elements involved, our expectations and how to complete work from Time Training, 
as well as an induction from a member of management at your work placement to 
support you through your role at the setting. During induction there will be lots of 
forms to complete and some skills assessments which will help both Time Training 
and the team at your setting support you during the apprenticeship.  

 

Your apprenticeship will be made up of different elements which you must 

complete in order to gain the qualification at the end. These will include: 

Assessments 
 
Throughout your apprenticeship you will complete different types of assessments. 
You will complete homework which is set after each lesson. This could involve you 
answering questions, writing essays or gathering evidence from your setting and 
uploading it to our e-portfolio system called One File.  
 
Your assessor will visit you at your setting once a month and carry out different 
assessments with you. These could be observations of you carrying out activities 
with children, professional discussions with you about different elements of your job 
or to offer you support in other areas. Visits from your assessor are planned in 
advance for a time suitable with your work placement. If for any reason you need to 
cancel these visits, please do so with at least 24 hours notice. 
 

Functional Skills 
 
Level 2 and level 3 childcare qualifications require you to have GCSEs in English 
and Mathematics at grade 4 (or grade C) or above. If you have these GCSEs, you 
will be exempt from functional skills and will not need to sit these tests.  
 
However, if this isn’t the case you will be required to take part in sessions which will 
build skills and knowledge in these areas. You will also sit tests in these subjects. 
Arrangements for these will be discussed with you by your functional skills tutor. 
 

 
 



Off the job training 
 
Part of your apprenticeship requires you to complete 20% off the job training during 
your qualification. This will be set out by your assessor and manager but will include 
time out of your job to participate in reviews, training and meetings which will further 
develop your competence and knowledge in your role. You will be responsible for 
logging these hours each month.  
 

End Point Assessment 
 
End-point assessment (EPA) is the final stage of an apprenticeship. It is an impartial 
assessment of whether the apprentice has developed the skills, knowledge and 
behaviours outlined in the apprenticeship standard and is led by an outside 
organisation, separate from Time Training Ltd. 
 
Once you have completed your childcare qualification and passed all functional skills 
you will be put through to “gateway”. For both level 2 and level 3, the End Point 
Assessment is made up of 3 sections. A portfolio of evidence, a multiple-choice test 
and a 90-minute discussion will all make up this final stage of your apprenticeship. 
Your Assessor will support you in preparing for this and you will have planning 
meetings with your End Point Assessor to make arrangements for this. Our End 
Point Assessment Organisation (EPAO) is currently Training Qualifications UK. 
 
 

What you can expect from us … 
• A safe environment which aims to support and develop your skills and 

knowledge in childcare, assists you to grow in confidence and aids you to 
flourish and become an excellent early years practitioner. 

• Teaching and learning which is suitable for your individual learning needs. 

• Reviews every 10 – 12 weeks which look at your progress, set targets for the 
future and give you the opportunity to discuss any difficulties you may be 
experiencing and look at any further support you may need. 

 
 

What we expect from you … 
• Good attendance at your work placement and during study days. 

• To be organised with your workload and complete tasks on time. 

• To participate in activities and discussions during study days. 

• To approach your tutor or assessor if you feel like you need any support. 

• To be prepared for visits from your assessor. 
 
 
 



Important policies 
Equality and Diversity 

 

All Time Training Ltd staff are committed in implementing a policy of opportunity for 
all learners which promotes equality and diversity. To achieve this, we will work 
towards: 

• The elimination of unlawful discrimination and harassment in employment and 
service delivery 

• The promotion of equality of opportunity for all 

• The promotion of good relations between different groups 

• The promotion of positive attitudes towards disabled people 
 
Discrimination means treating someone less favourable because of a particular 
attribute or characteristic such as race, religion, origin, sexuality, gender identity or 
belief, and is not tolerated by Time Training Ltd. 
 
Bullying and harassment are forms of discrimination and will be investigated fully and 
treated in the most serious manner. Our Equal Opportunities policy applies to all 
learners, employers/placements and staff. Should you ever have cause for concern, 
speak to your assessor or any member of staff about the incident at first instance. 
Your assessor will ask you about Equality and Diversity at each visit. If you are 
experiencing any problems, please let your assessor know. 
 

Safeguarding 
 
Time Training Ltd is committed to safeguarding the welfare of its learners and 

expects all staff and volunteers to share this commitment. 

We believe every learner should be valued, and feel safe and happy. We want to 

make sure that learners we have contact with know this and are empowered to tell 

us if they are suffering from harm. 

If we discover or suspect a learner is suffering harm, we will notify Social Services or 

the Police in order so they can be protected, if necessary. 

Learners are highly encouraged to speak to their assessor, workplace manager or 

mentor if they have any safeguarding concerns over a child, parent or member of 

staff. 

If you have any issues, your designated member of Time Training Ltd staff for 

safeguarding is: 

Lorna Hackland-Crowther – 02088440800 – LornaHackland@aol.com 

 

  



Learner Appeals 

The appeals procedure is for learners who are unhappy about an assessment 
decision by their assessor. 
 
Learners may appeal on a variety of grounds, for example: 

• The conduct of assessment 

• The adequacy of opportunities offered, in order to demonstrate competency 

• The assessment decision 
 
You will be informed about the Appeals Procedure and this can be found in Time 
Training’s policies and procedures. 

 
Grievance/ Complaints 
 
A grievance is a way of making sure that the learner will have a fair hearing of any 

grievances or complaints. The procedure is not intended to deal with collective 

disputes nor with detailed queries on payment of allowances, holidays etc. 

In most cases, it should be possible to resolve any minor personal grievances 

quickly and informally with your programme manager, without the need to resort to 

the following formal procedure. 

Stage 1: a formal grievance or complaint must first be raised with your assessor or 

employer (except where the complaint involves either of these). The matter should 

then be raised with the programme manager, who will try to settle it at the time, if at 

all possible. If it is necessary to make enquiries etc. then a decision or answer will be 

given to you in 3 working days. 

Stage 2: if you are not satisfied with the outcome of your discussion, you may then 

ask him/her to arrange for you to discuss it with your programme manager, who will 

see you as soon as possible and in any event within 3 working days of the request. 

He/she will try to resolve the grievance at that time. If, however, further enquiries are 

necessary, then you will receive an answer within 5 working days. 

Stage 3: should you still be dissatisfied with the decision of the programme 

manager; you may ask for your grievance to be placed before the Director. A 

decision will be given within 5 working days 

The Director’s decision will be final. 

 
 


