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Introduction: Who are we?
SB Skills Solutions Ltd is a national provider delivering Apprenticeships in the
construction industry. We have been trading since the mid 90s and are accredited
through Construction EPA.
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We are a leading training organisation recognised for
delivering flexible and outstanding training to the
Construction sectors.

We provide an engaging learning environment, provide
up skills for learners of all abilities and opportunity to
achieve to their highest standard.

•

We provide every learner with more than adequate
safeguarding provisions.

•

•

We provide every learner with a safe, supportive, and
secure environment where learners feel valued, supported,
and safe.

We provide learners and employers with outstanding
sector-specific IAG to enable higher level and in-work
progression routes.

•

We deliver bespoke courses and hope to be the preferred
supplier of companies within the surrounding area.

•

We strive to be a one-stop-shop for employers looking for
construction training.

Expectations of SB Skills Solutions & You
16 What you can/we expect from you/SB Skills Solutions Ltd
17 Safeguarding Alert Form
18 Useful contacts and links

• We are a quality recruitment service for organisations
wishing to seek Apprentices.

Apprenticeship Induction Booklet
This booklet contains helpful information, which you will
need throughout your Apprenticeship. It is an important
document please keep it safe to refer to.

OUR MISSION
STATEMENT
2

It is our mission to:
“Ensure every learner
maximises their true
potential.”
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Welcome to your Qualification
We provide quality learning, development and support to you through our highly
qualified and experienced assessment team all of whom are from an industry
background with specific qualifications.
Your assigned Skills Coach is the person who will be with you every step of the way,
providing help and support to ensure your success. During your first meeting with
your Skills Coach, you will undertake an Initial Assessment to determine your current
academic level and also discuss the qualification in detail and decide on the support
you may need through your learner journey. Please take time familiarise yourself with
the contents of this booklet. In it, you will find details about your qualifications,
what to expect from us and what we expect from you.

Your Apprenticeship:
SB Skills Solutions Ltd is responsible for managing and
delivering your Apprenticeship. We will coordinate and manage
the on and off-the-job training, liaising with all parties to
ensure that you are able to complete your Apprenticeship. You
will be allocated a Skills Coach who will provide you with the
help, advice and guidance you will need to progress through
your Apprenticeship.

Throughout your Apprenticeship, we will be in constant
contact with you, and it is vital you keep us advised of your
contact details, including address, email address and mobile
phone number.
We will generally use the E-portfolio system, Smart Assessor,
to communicate with you alongside emails, if you have
any special requirements, please let your skills coach know.
The diagram below will help you understand who SB Skills
Solutions Ltd are and how everything fits together to enable
you to complete your Apprenticeship.

Ofstead

Your Skills Coach will also explain and discuss the Information, Advice and Guidance/
Support that will be provided to you throughout your learning journey.

Your Employer

YOU

SB Skills
Solutions Ltd

the Learner
Parents &
Guardians
(If under 18)

ESFA
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Apprentice pay

Progress Reviews

In your first year are entitled to the minimum wage. However,
your employer may choose to pay you at a higher rate. Once
you reach 19 years old and have completed your first year of
the Apprenticeship, the employer must pay you the NMW rate.
These rates can be located at can be found on www.gov.uk/
national-minimum-wage.

Your Skills Coach will review your progress towards your
qualification. Four weeks an informal review and every
eight weeks with a tripartite review with your employer
engagement. Smart targets will be set, and you will be
expected to complete the actions specified in a given
timescale (If you fail to meet set targets a formal process
for non compliance will be followed which may result in your
removal from your Apprenticeship). It is essential that you
discuss any problems you have with your Skills Coach at the
earliest opportunity, as they are there to help you.
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Apprenticeship Standard
An Apprenticeship is a practical/Knowledge, skills and
behaviours course completed by attending SB Skills Solutions
Ltd for the number of weeks specified in your course overview
booklet. The Apprenticeship standard consists of several
elements that must be completed fully for the Apprenticeship
to be awarded.

Your Apprenticeship standard consists of a structured
block/day release training to develop skills, knowledge and
behaviours required to carry out your job role. You will be
assessed towards the end of the Apprenticeship by an End
point assessment to ensure that you can carry out their job
training. An independent assessor will carry out the end point
assessment to measure your knowledge, skills and behaviours.

THE JOURNEY

Information Advice & Guidance, what does it mean to
you?
Effective delivery of Information, Advice and Guidance
(IAG) that supports you as an individual in your choice of
career, learning, work and life goals is ongoing throughout
your journey. We promote the delivery of high-quality IAG
by ensuring that as an organisation, SB Skills Solutions Ltd
reviews, evaluates, and develops our services in line with what
you as our learner and your employer needs.

As part of your learning with us, your Skills Coach will
discuss three points in your journey; induction, interim and
completion with information, advice and support/guidance
you may need.
IAG could help locate information for your qualification or job,
support English and Maths, support with understanding the
qualification better, and advise on the next steps.

1: On-Programme

2: Assessment gateway

3: EPA

Health and Safety

•

Code of Conduct – General H&S Rules

learner (Apprentice) will
work with the Skills Coach
to gain the knowledge skills
and behaviours needed for
the role.

Practice of theory,
Knowledge, Skills and
Behaviour tests, through
professional discussions,
paper based and online mock
assessments

Final test and certification
over a number of hours
and days.

Health and safety are essential parts of your training.
The construction industry accounts for more than a
quarter of all work-related deaths and over 4,000 major
injuries a year. You will be learning a lot about health
and safety during your Apprenticeship because it is not
only employers and CPA that have legal duties under the
Health & Safety at Work Act 1974, you will also have
legal responsibilities and be expected to use safe working
practices at all times. SB Skills conducts its business in
such a way to avoid harm to its learners and all others
who may be affected directly or indirectly by its activities
under the following:-

•

Working Environment – Housekeeping

•

Fire Prevention & Safety

•

First Aid – Accident Recording

•

Work Equipment

•

Manual Handling

•

DSE – Display Screen Equipment

•

PPE – Personal Protective Equipment

•

Electricity

•

Hazardous Substances

•

Violence and Aggression

•

Alcohol and Drugs

•

Safety Signs and Signals

•

Road Vehicles – and similar work vehicles

•

Noise/Hand Arm Vibration

Off the job training

Assessment Organisations and Assessors

As an Apprentice you are required to be trained throughout
your Apprenticeship. 20% of your total contracted weekly
hours worked needs to be spent learning new knowledge,
skills and behaviours.

Construction EPA, NOCN and City and Guilds are Awarding EPA
Bodies

The 20% of off the job training will be recorded by completing
attendance records and off the job training timesheets on
Smart Assessor. This will be kept in your E-portfolio.
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IAG

Assessment Organisations employ specialists to carry out the
assessment. It is an assessor’s job to decide if the Apprentice
is competent to the standards and if the work evidence is
up to industry standard. It is essential that you achieve all
elements to gain an Apprenticeship Standards Certificate.
Without it, you may not be an Approved Tradesperson.
Internal Quality Assurer

External Quality Assurer

An Internal Quality Assurer
checks that the marking/
decisions made by the Skills
Coach are consistent and in
line with official guidance on
Standards.

An External Quality Assurer
ensures that all training
centres are working to
the same standards. The
Awarding Body appoints
them.

Construction Skills Certification Scheme (CSCS)
The Construction Skills Certification Scheme aims to
register every competent construction worker in the
UK. The CSCS card provides evidence of an individual’s
competence to identify health and safety risks on site and
confirms that the holder has received health and safety
awareness training. The first step towards gaining a CSCS
card is to pass the health and safety test.
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SB Skills Solutions Ltd Policies
& Procedures

WORDS

At SB Skills Solutions Ltd, we are committed to ensuring all our Apprentices,
employers and staff are treated fairly, with respect and dignity, supporting learning
and development in a safe place. Good working relationships with colleagues,
managers, customers, and other tradespeople are vital throughout your working life.

There are loads of other words used when talking about Equality &
Diversity. Here is an explanation of some of them:

Ageism - means treating
people unfairly because
of their age.

BAME (Black, Asian &
Minority Ethnic) – a term
for people of non-white
British backgrounds.

Our approach means making sure that:
•

Everybody is supported to achieve to the best of their
ability.

•

Everybody gets fulfilment from their activities in our
training centre and the workplace.

•

Nobody is treated less favourably because of their race,
colour, ethnicity, or national origin; gender; age; health
status; disability; sexual orientation; gender identity;
political or religious beliefs.

•

Everybody is kept as safe as possible.

•

You are happy with your work and study.

Bullying – means hurting, frightening or upsetting
another person, such as hitting, kicking, calling
names, spreading gossip or making fun of them.

Ethnicity – means a
national or racial group
of people.

Harassment –
Unwanted behaviour
that annoys or upsets
someone.

Please note: When your Skills Coach comes to review your progress, s/he will focus on one area
of this section at each visit.

Disabled – means not having
one or more of the physical
or mental abilities that most
people have.

Culture – means the way of life,
especially the general customs and
beliefs, of a particular group of people
in a specific time.

Discrimination – means treating someone or a
particular group of people differently, especially
in a worse way than others.

Equal opportunity - means that no-one should be treated less fairly because they
are different. For example, because they are male or female, because of their skin
colour, ethnic origin, disability, age, sexuality or religion.

Homophobia – means fear or dislike of people who
are lesbian, gay, bisexual or transgender. LGBT – this
is a shorthand term for lesbian, gay, bisexual and
transgender.

Prejudice - means an unfair and unreasonable opinion
or feeling, mainly when formed without enough
thought or knowledge. .

Minority Ethnic – means a national or ethnic group
living in a country or area which contains a larger
group of people of a different race or nationality.

Racism - means treating people unfairly because of
their race. This includes the belief that their race
influences people’s qualities and that members of
other races are not as good as your own.

Equality and Diversity
Equality and respect for diversity are two issues that we
take seriously at SB Skills Solutions Ltd. This will form the
basis of discussions at the regular progress reviews that take
place throughout your Apprenticeship. A different topic will
be discussed at each review, and this will help you gain an
increased understanding of equality and diversity over the
course of your Apprenticeship. It will help if you re-read this
section before each review.

You must actively support the promotion of equality and
diversity by:

Equality means equal – in our terms, treating people equally
and with respect.

Treating people with respect and not taking part in
behaviour such as name-calling, practical jokes or teasing.

•

Respecting people’s differences, such as culture, ability,
race, gender, or sexual preference of colleagues and others
in the workplace.

•

Seeking help with any problems that may affect your work
and telling us quickly if you see issues affecting someone
else..

Diversity means difference - in our terms, working with
people from a range of different backgrounds.

We will:

•

This means you should never be unfairly discriminated
against, bullied, or feel threatened.

Make sure that you are treated fairly by:

•

It also means that you must treat others with respect.

•

You must not discriminate unfairly, bully or do anything
that might stop others from getting the training they
need.

•

Failure to follow our equality and diversity policy may
result in disciplinary action that could lead to your
dismissal.

“Equality of opportunity means that you can expect
to be treated fairly and with respect”.
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•

•

•
•

Providing fair access to SB Skills Solutions Ltd and
employment opportunities by using fair and open
selection criteria.
Making sure you have fair access to training and
assessment.
Listening to your views and making reasonable changes to
training arrangements.

Sexism - means treating people unfairly because
of their gender. This includes the belief that the
members of one sex are less able, intelligent,
skilful etc than members of the other sex.

Stereotype - this is a fixed idea that people
have about someone or something which is
usually negative and can act as a barrier.

Victimisation – this means treating
someone unfairly because of something
they have done or a characteristic they
have.

Safeguarding Learners

•

In the event of a Safeguarding issue your Designated
Safeguarding Officer (D.S.O.) at SB Skills Solutions Ltd is:

Safety from sexual exploitation, female genital mutilation
and forced marriage.

•

The use of physical intervention

•

Meeting the needs of learners with medical conditions

•

First aid

•

Alcohol, Drug and substance misuse

Steven Maddocks 	Sandra Browne
Compliance Manager &
Safeguarding Officer

Deputy Lead Safeguarding
Officer

Mobile: 07468862443

Tel: 07931235507

•

Educational visits and external events

Email: steve@sbskills.co.uk

sandra@sbskills.co.uk

•

Intimate care

•

Internet safety

•

The security and safety of the place of learning.

Introduction
Safeguarding is an all-encompassing term used to describe
many aspects of life, including:
•

Learner health, safety, and wellbeing

•

Child protection

•

Protection of adults at risk

•

Bullying

•

Harassment and discrimination, including Racist Abuse.

•

Abuse and neglect

The policy covers all learners, whether they are based on or
off-site. It is the responsibility of all staff to understand their
role in supporting safeguarding across SB Skills Solutions Ltd
and familiarising themselves with the appropriate procedures
and other policies that support this document. Please refer to
www.gov.uk for additional information on safeguarding.
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KEY DEFINITIONS (continued)

KEY DEFINITIONS
Children - Children includes everyone under the
age of 18.
Vulnerable Adult - Current N.H.S. definition of a
Vulnerable Adult is:
A vulnerable adult is aged 18 or over, receives or
may need community care services because of a
disability, age or illness, and who is unable to take
care of themselves or protect themselves against
significant harm or exploitation.
From September 2012, a vulnerable adult is
defined by the Protection of Freedoms Act 2012 as
a person aged 18 or over who receives regulated
activity. This definition informs the level of DBS
check required of people who provide support for
adults.
Regulated activity: is a statutory term used to
describe working or volunteering with children or
vulnerable adults. The regulated activity covers
anyone working closely with children or vulnerable
adults, either paid or unpaid, not part of a family
or personal arrangement, on a frequent, intensive,
or overnight basis.
Frequent: Means once a week or more (except in
health or personal care services where frequent
means once a month or more).
Intensive: means four times in a month or
overnight.

Definitions of Abuse and Neglect of
Children (taken from Working Together
to Safeguard Children 2010)
Physical Abuse: Physical abuse may involve
hitting, shaking, throwing, poisoning, burning
or scalding, drowning, suffocation or otherwise
causing physical harm to a child. Physical damage
may also be caused when a parent or carer feigns
or deliberately causes ill health to a child they are
looking after.
Emotional Abuse: Emotional abuse is the
persistent emotional ill-treatment of a child, such
as cause severe and persistent adverse effects on
a child’s emotional development. It may involve
conveying to children that they are worthless or
unloved, inadequate, or valued only insofar as
they meet another person’s needs. It may feature
age or developmentally inappropriate expectations
being imposed on children. It may involve causing
children to feel frightened or in danger or the
exploitation or corruption of children. Some level
of emotional abuse is involved in all types of illtreatment of a child, although it may occur alone.

Types of emotional abuse include:
Bullying: Bullying is the oppression or
persecution of a weaker person by a stronger
person. It is sometimes included as a type of
child abuse. The difference is that bullying
is often inflicted by a peer rather than by
an adult. However, adults and older children
are capable of bullying behaviour, and it is
frequently an element of all types of child
abuse.
Cyberbullying: Cyberbullying uses electronic
communication to bully a person, typically by
sending intimidation or threatening nature
messages.
Sexting: Sexting is when someone sends or
receives a sexually explicit text, image or
video on their mobile phone, usually in a text
message.
Sexual Abuse: Sexual abuse involves forcing
or enticing a child or young person to
participate in sexual activities, whether the
child is fully aware of what is happening.
The activities may involve physical contact,
including penetrative (e.g., rape or buggery)
or non-penetrative acts. This may include noncontact activities, such as involving children
in looking at or producing pornographic
material or watching sexual activities, or
encouraging children to behave in sexually
inappropriate ways.
Grooming: is the term used to describe how
an adult gets to know a child gradually and in
relatively natural ways, to abuse and exploit
them sexually. With increased internet usage,
more children are being targeted for this form
of abuse.
Neglect: Neglect is the persistent failure
to meet a child’s basic physical and
psychological needs, likely to result in the
severe impairment of the child’s health or
development. It may involve a parent or
carer failing to provide adequate food or
shelter and clothing, failing to protect a child
from physical harm or danger, or failure to
ensure access to appropriate medical care or
treatment. It may also include neglect of, or
unresponsiveness to, basic emotional needs.

• Bullying (including cyber-bullying)
• FGM
• Drugs
• Fabricated or induced illnesses
• Faith abuse
• Teenage relationship abuse
• Gangs and youth violence
• Gender based violence/ violence against women
and girls
• Mental health
• Private fostering
• Radicalisation
• Trafficking
Abuse of position of trust: Under the Sexual
Offences Act 2003, it is an offence for a person
over 18, e.g. teacher, to have a sexual relationship
with a young person under 18 where that person
is in a ‘position of trust in respect of the young
person, even if the relationship is consensual.

Vulnerable Adults – descriptions and
categories of abuse
Physical Abuse: This includes hitting, slapping,
pushing, kicking, rough handling or unnecessary
physical force, either deliberate or unintentional,
misuse of medication, restraint, or inappropriate
sanctions.
Sexual Abuse: This includes rape and sexual
assault or sexual acts to which the vulnerable
adult has not consented, or could not agree to,
or was pressured into consenting. Sexual abuse
can occur between people of the same sex and it
can also occur within a marriage or any long-term
relationship. A relationship of trust should exist
between a member of staff or a volunteer and the
person for whom they are caring, it would be seen
as a betrayal of that trust, and therefore abusive,
for that member of staff or volunteer to have a
sexual relationship with the person they are caring
for. Vulnerable adults are susceptible to grooming.
Psychological Abuse: This includes emotional
abuse, threats of abandonment or harm,

deprivation of contact, humiliation, blaming,
controlling, intimidation, coercion, harassment,
verbal abuse, isolation or withdrawal from services
or supportive networks.
Financial or Material Abuse: This includes
theft, fraud, exploitation, pressure in connection
with wills, property, enduring power of attorney,
or inheritance or financial transactions, or
inappropriate use, misuse or misappropriation.
Neglect and Acts of Omission: This includes
ignoring or withholding medical or physical care
needs, failure to provide access to appropriate
health, social care or educational services, the
withholding of the necessities of life, such as
medication, adequate nutrition, clothing and
heating.
Discriminatory Abuse: This includes racist, sexist,
or other forms based on a person’s disability and
other forms of harassment or similar treatment.
Institutional Abuse: This is the mistreatment of
a vulnerable adult by a regime or individuals in
an institution. It can be through repeated acts
of poor or inadequate care and neglect or poor
professional practice.
Domestic Violence: When violence occurs between
current or former partners within an intimate
relationship or between family members, regardless
of gender or sexuality and where the victim is a
vulnerable adult.
Bullying: Bullying is the oppression or persecution
of a weaker person by a stronger person and is
often inflicted by a peer rather than an adult.

Key Principles
SB Skills Solutions Ltd will operate within the
following fundamental principles when it relates to
safeguarding:
• All people will be treated with respect and with
courtesy by Staff and Learners in an environment
free from harassment or discrimination.
• All training rooms, communal areas, facilities
and equipment will comply with legislative
Health and Safety standards.
• SB Skills Solutions Ltd will work with Learners
and other agencies to promote a safe and
healthy culture.

In addition to the categories of abuse listed,
the revised guidance has identified the
following as specific safeguarding issues:
• Child sexual exploitation
• Domestic violence
• Forced marriage
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E-Safety

KEY DEFINITIONS (continued)
• SB Skills Solutions Ltd will develop
partnerships to proactively protect young
people and vulnerable adults from the risk of
abuse or neglect.
• Staff will be trained and will have a clear
understanding of personal safety and good
safeguarding practices.
• SB Skills Solutions Ltd will work with Learners
to promote their own personal health,
wellbeing and safety, including their safety on
the internet.
• Learners will receive confidential advice,
guidance and support for a range of issues
that they may face. They will be signposted
to external agencies where specialist support
is required.

Learners’ Entitlement
In order to promote a healthy and a safe
environment, our Learners will be entitled to
the following:
• The right to make a disclosure to any
member of staff and know that the disclosure
will be dealt with quickly, sensitively and
appropriately.
• To learn in an environment free from bullying
or harassment.
• To be made aware of some of the basic
principles of safer learning and safeguarding
relevant to the learner’s programme.
• To be aware of how to access support on
personal health and safety issues either
within SB Skills Solutions Ltd or outside
agencies.
• To be provided with up-to-date information
about personal safety issues.
• The opportunity to comment and feedback
on the extent to which SB Skills Solutions
Ltd and our courses promote and maintain
wellbeing and personal safety.
• Learn about interpersonal and communication
skills that promote and establish a
welcoming, safe and respectful environment.

Safe Environment
• SB Skills Solutions Ltd will provide an
environment that is safe and secure for all
users while friendly and welcoming. We will
have robust systems and processes in place
for staff and Learner identification. We
will ensure a culture of respect that is free
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from bullying and harassment. Health and
safety are of paramount importance to us,
and as such, all our facilities and resources
will comply with legislative requirements for
health and safety.
• Our commitment to the safe environment is
enshrined within the following policy and
procedure documents: the Health and Safety
Policy; the Internet and Email Acceptable
Use Policy for Learners; the Anti-Harassment
and Bullying Procedures; and the Incident
Reporting Procedures

E-Safety is a term that means not only the internet but other
ways in which individuals communicate using electronic
media, e.g., mobile phones. As providers, we need to ensure
our learners are protected from harm and supported to
achieve the maximum benefit from new and developing
technologies without risk to themselves or others. The aim of
promoting e-safety is to protect our learners from the adverse
consequences of access or use of electronic media, including
bullying, inappropriate sexualised behaviour, or exploitation.
If you have any concerns regarding E-Safety, please raise them
with your skills coach or follow the Safeguarding process.

Safeguarding – Reporting Process
Learners:
In the event of a Safeguarding issue/concern, contact the
Designated Safeguarding team (DSO) at SB Skills Solutions Ltd:

Safe Recruitment
SB Skills Solutions Ltd will comply with best
practice in the recruitment and training of its
staff. All staff will undergo the appropriate
vetting and barring checks for their role and
we will ensure that all staff have undertaken
mandatory safeguarding training appropriate
for their job role. Staff will understand the
principles of safe working practices and will not
put themselves in situations that compromise
themselves or Learners.

Staff member is required to:
Learner discloses a
safeguarding issue
to a member of staff.
Staff member has a
safeguarding concern

Reporting
Learners should refer to the Learner Induction
Booklet and complete the Safeguarding
Concern Form and return it to the Designated
Safeguarding Officer at SB Skills Solutions Ltd.

Key Responsibilities
SB Skills Solutions Ltd is committed to ensuring
the organisation meets its obligations within
this area. They will be responsible for the
approval of relevant safeguarding policy and
procedure.

2: Record conversation on Alert form using exact words
& contexts
3: Sign and date form and email to:
steve@sbskills.co.uk

Protecting Young People and
Vulnerable Adults
SB Skills Solutions Ltd has a legal obligation to
protect young people and vulnerable adults from
abuse. We will have appropriately trained staff
who will form a ‘young people and vulnerable
adult’s protection team’ who will ensure that
disclosures made by Learners are dealt with
quickly and appropriately. All staff will be
trained in the appropriate response to Learner
disclosure and the correct procedure for dealing
with concerns about a Learner. We will work
with Learners to proactively protect them from
abuse and actively prevent Learners from being
placed in an abusive situation.

1: Complete safeguarding Alert Form and forward to
DSO. Do not ask the learner any leading questions or
ask for details.
Acknowledge, Listen, Record and refer

By doing the above
you have fulfilled
your obligations. You
should not discuss the
issue any further with
the learner once the
referral has been done.

Malpractice

Centre malpractice

Anyone involved in the assessment process that has had an
instance of alleged malpractice brought to their attention
is duty-bound to report it to the centre manager. Every
reasonable effort will be made to protect the identity of the
person making the report provided. This does not prejudice
any investigation.

•

Failure to follow the awarding body requirements for
centre approval, including action plans.

•

Failure to allow quality advisor or authorised regulator
access to centre, records, and learners is requested
without good reason.

•

Unqualified teachers and verifiers are claiming learning
outcomes.

•

Fraudulent claims for certificates

•

Absence of verification process

•

Failure to follow invigilation guidelines.

Examples of malpractice could be but are not limited to:

•

Failure to register learners within timescales.

Learner Malpractice

Assessor malpractice

•

Plagiarism of work

•

Forgery of assessments and plans

•

Forgery of learner evidence

•

Forgery of signatures

•

Forgery of Signatures

•

Forgery of learner evidence or declarations

•

False learner declaration

Please ensure that the following information is included
in any report; Reporting Persons Name; Position and
Address: Learners Name(s) and Registration Number(s) of
those affected or individuals involved: Programme details
(Qualification or units involved): The parties of the alleged
malpractice: including Dates: Times and locations involved.
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How does Prevent work?
It looks at building a deeper understanding of how individuals
become radicalised. This helps to identify ways of preventing
people from becoming terrorists or supporting violent
extremism.
Typically, 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.
This could take weeks, months or even years. It is possible
to intervene during this process and stop someone from
becoming a terrorist or supporting violent extremist activity.
Violent extremism is where people seek to justify or promote
terrorism or encourage others to commit such acts.

Fundamental British values
SMSC – Spiritual, Moral, Social and Cultural
development

•

•

Encouraging learners to accept responsibility for their
behaviour and actions in learning, employment and
life and respect and abide by civil and criminal law.

Individual liberty

•

Mutual respect for and Tolerance of those with
different faiths and beliefs and for those without faith

Enable students to acquire a general knowledge of
public institutions and services in England.

•

Use and encourage respect for the democracy process
including respect for the basis on which the law is
made and applied in England.

British values of democracy
The Rule of Law

We ensure that all pupils within our training organisation
have a voice that is listened to; this is carried out in
various ways.
•

Review process.

•

Open door policy to speak to key members of staff.

•

Opportunities for a Learner or Learners to speak up to
view concerns they may have.

•

Have an acceptance that other people having
different faiths or beliefs (or having none) should be
accepted and tolerated and should not be the cause
of prejudicial or discriminatory behaviour.

•

Encourage respect for each other.

•

Clear reporting channels for learners and staff in case
of any concern

Disciplinary Procedure Summary
Action to be taken by SB Skills Solutions Ltd in addition to
that taken by the employer.

Stage One– Verbal warning:
Repetition of disciplinary within six months or after
your third verbal warning

Stage Two – Written Warning:

Channel is a process developed to support people at risk of
being drawn towards terrorism or violent extremism. Partners
work together to help individuals vulnerable to radicalisation
and provide tailored safeguarding measures to support their
needs.

Stage Three – Final Written warning:

Channel Partners include Local Authority, Healthcare
providers, Probation, Police and members of the community.
A range of options are available, including mentoring, welfare
support and access to key services. This process can support
the people in your community if it is needed.
You may have concerns that an individual is susceptible
to radicalisation or recruitment by terrorists or violent
extremists. Or you may have worries concerning yourself. The
earlier the Channel intervention, the more likely it is to be
effective, so please speak with your Assessor or follow the
Safeguarding process and make the referral at the earliest
opportunity.

So what does this mean for you?
Extremism is not illegal, but we still encourage you to be
aware of its potential signs because it can act as a ‘pathway’
to terrorism. Prevent does not aim to criminalise people for
holding extreme views; instead,
it seeks to stop individuals from encouraging or even
committing violent acts. We all have a role to play in Prevent
within CPA and communities by understanding what the
strategy aims to achieve.

Teaching resources where appropriate to help learners
understand Fundamental British Values, Faiths,
beliefs.

Prevent
What is Prevent?

Disciplinary

•

Employment Rights and Responsibilities – which
covers British employment laws & expectations.

•

Health & safety, ensuring all Learners understand and
follow current regulations whilst in training and at
work.

Prevent is part of the Government’s counter-terrorism
strategy that aims to stop people from becoming
terrorists. It is a multi-agency approach to safeguard
people at risk of radicalisation.

SB Skills Solutions Ltd expects Apprentices to conduct
themselves appropriately. You should treat others with respect
and follow the rules and guidelines on-site and at SB Skills
Solutions Ltd.

•

Below you will find a summary of our disciplinary stages and
the types and frequencies of warnings.

What is Channel?

If you have any concerns regarding Prevent, please raise them
with your skills coach or follow the Safeguarding process/
procedure.

Fundamental British values are promoted by,
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Personal Learning and Thinking Skills – which helps
students, develop their self-knowledge, self-esteem
and self-confidence.

In line with our disciplinary process, all warnings, except
a verbal warning, will be issued after a disciplinary
investigation. Verbal warnings can be issued in the progress
review process by a training officer.

The disciplinary policy and procedure at SB Skills Solutions
Ltd are separated into three sections. Disciplinary action,
should it be necessary, will apply to your conduct, capability
and attendance.

Repetition of disciplinary within 12 months or after
your second written warning
A final written warning is not time-bound and will
last for the rest of your Apprenticeship

Stage Four – Withdrawal from
Apprenticeship

SB Skills Solutions Ltd Disciplinary
Appeals and Complaints Procedure
This policy is designed to ensure that anyone either applying
to or in learning with SB Skills Solutions Ltd can have their
appeal resolved quickly and satisfactorily.
The standards that applicants or learners can expect from
SB Skills Solutions Ltd are set out in our Expectations, but
we do not restrict appeals to the statements made in our
expectations.
If an appeal is lodged then we will follow a formal, threestage
process in deciding the appeal.

Stage 1
The applicant/learner, or his/her representative,
should put their appeal in writing, addressed to a
SB Skills Solutions Ltd Manager within ten days.

Stage 2
SB Skills Solutions Ltd will acknowledge the receipt
of the appeal within working days, requesting
clarification or further information as required.

Stage 3
SB Skills Solutions Ltd Manager will ensure that the
appeal is thoroughly investigated, and a considered
response sent to the applicant/learner, generally
within ten working days of the appeal being
received; if, for some reason, the matter cannot be
resolved within ten working days, the applicant/
learner will be informed of the delay, the reason for
that delay and a date by when it is intended that
15
an appropriate response can be provided.

Expectations of SB Skills
Solutions & You
Expectations

Safeguarding Alert Form
Details of person completing this form:
Name:
Position:

What you can expect from SB Skills Solutions Ltd
•

A prompt response to your initial enquiry/appeal.
Honest, fair and impartial advice and guidance.

•

A named Skills Coach.

•

A comprehensive induction programme to prepare you for
work and Training Centre.

•

Provision of a safe learning and working environment in
line with the Health & Safety Policy principles.

•

Provision of appropriate health & safety training in
accordance with the Health & Safety Policy.

•

A well-planned programme of study, skills development
and assessment leading to the award of appropriate
trade-related qualifications.

•

Regular programme review sessions, organised by your
Skills Coach involving your workplace supervisor, to
ensure that you remain focused and on track to achieve
your goals.

Contact Number:
Relationship to the Young Person/
Vulnerable adult:

Access to advice and information, on a confidential
basis, if necessary, on any programme related or personal
matter and appropriate follow-up support to assist you
to resolve the problems you are experiencing.

Details of Young Person/Vulnerable Adults:

•

A speedy response to any problem you tell us about
and support you in dealing with it, in confidence, if
necessary.

Date of Birth/Age:

•

Access to our Complaints Procedure to obtain a
suitable resolution of your problem if we fail to deliver
adequately against any of the above commitments.

•

Name:

Address:

Gender:
Contact Number:

What SB Skills Solutions Ltd expects from you:
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•

You co-operate fully with your Skills Coach workplace
employees and any other staff member.

•

You take full personal responsibility for your learning by
attending regularly and punctually at SB Skills Solutions
Ltd and your workplace, and that you work hard to
achieve your qualifications.

•

You seek help with any problems that might affect your
work or might result in you failing to achieve all of your
qualifications.

•

You work safely according to the Health & Safety Policy
and ensure that you do not through your actions or
inactions cause the health and safety of others to be
placed at risk.

•

You respect the differences in culture, ability, race, gender
or sexual orientation of colleagues and others.

•

You actively support the promotion of equality of
opportunity by refraining from exhibiting behaviour or
participating in-jokes that degrade others but instead
challenge behaviour and ensure that it is reported to the
appropriate personnel. • You take pride in supporting
and promoting the reputation and good name of SB Skills
Solutions, and by your good example, encourage others to
do likewise.

•

You tell us quickly if you feel that we are failing to deliver
any aspect of the service we have promised or if you or
any colleagues are experiencing problems with the service
we are providing.

Details of Incident/Concern:
Please provide as much information as
possible.

Signature:

Date:

Directory
Useful contacts and links. Please keep
this information safe as you will be
required to use some of these during your
Apprenticeship programme.
Compliance
Steven Maddocks (Compliance & Lead Safeguarding Officer)
Office - 01695 558420
Mobile - 07468 862443
Email - steve@sbskills.co.uk
Sandra Browne (Compliance & Deputy Safeguarding Officer)
Office - 01695 558420
Mobile - 07931 235507
Email - sandra@sbskills.co.uk

Business services
Sara Smith (Centre Manager)
Office – 01695 728703
Mobile – 07947 713513
Email – sara@sbskills.co.uk
Ross Toner (Business Development Manager)
Mobile - 07763 894443
Email – ross@sbskills.co.uk

Other useful links and contacts

NOTES

BKSB – www.constructionandplantassessments.bksblive2.co.uk
NUS – www.Apprenticeextra.co.uk/buy-now.aspx enter
Construction and Plant Assessments
Apprenticeship Vacancies – www.gov.uk/recruit-Apprentice
Employment - www.gov.uk employment laws and pay
Fundamental British Values Learning link www.tes.com/teaching-resource/british-values2017-11516580
CSCS test revision APP IOS & Android
www.citb.co.uk/cards-testing/health-safety-environment-test/
preparing-for-the-test/

Thank you for taking part in the
SB Skills Solutions Ltd Assessment
induction. Please complete the
following information:
Designated safeguarding officers
List First Aiders
Who is your Skills Coach?

Centre Administrator
Andreea Zavelca
Office - 01695 728703

Equality & Diversity
If you have any equality and diversity issues, please contact
our safeguarding officer.
Steven Maddocks or Gary Grainey

Your in-work mentor

Our partnership details, please be aware you should know by
now which of the below partnerships will be funding your
programme. If you are unsure of this, please ask the induction
tutor.

State your course title & Level

Construction EPA. Company
Office –03456019576
Web: www.constructionepa.com

Education Skills Funding Agency
Office - 01242 545346
Web: www.gov.uk/government/
organisations/education-and-skillsfunding-agency

Training dates:
To ensure that you are constantly kept up to date PLEASE
check Smart Assessor/email regularly.

City & Guilds (Awarding Body)
Web: www.cityandguilds.com
Tel: 019424 930800
Email: centresupport@cityandguilds.com
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38 Gorsey Place
Skelmersdale
Lancashire
WN8 9DB
01695728703
info@sbskills.co.uk
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