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Name: ________________________________________
Programme Type: _____________________________
Start Date: ____________________________________
Completion Date (Occupational Taster): ______________
Completion Date: ______________________________
Swansea ITeC Ltd 
INDUCTION TO GOVERNMENT FUNDED TRAINING/EMPLOYMENT

Purpose of Induction

The purpose of this induction is to introduce you into the organisation and to inform you of relevant information relating to health and safety, organisation rules and regulations (including legal and contractual responsibilities) and terms and conditions of your learning programme.

The aim of this induction is to enable all learners to have a full and accurate knowledge of what is expected of them, a clear understanding of who is involved and what their roles are.

	Induction Programme Content
	Initial on

Action
	Date

	Pre-Induction

Training for Work Questionnaire

Course Overview and Objectives

Basic Skills Assessment

One-to-one Interview

Day 1 – Induction Programme

General

*Company History and Staff Structure

*Training Agreement

*Claim for Travel Allowance

Health & Safety

*Tour of the Premises

*Health & Safety Legislation

*Rights & Responsibilities (Learner and Provider)

*Safety Policy

*Emergency Procedures: 

Fire Drill & Evacuation

First Aid Provision

Accident Reporting  - In-house RIDDOR/WAG

*COSHH Regulations

*Display Screen Equipment

*Protective Clothing & Equipment

*Manual Handling

*Risk Assessment

*Equal Opportunities Policy

*Induction Questionnaire (completed, signed & dated)

Day 2 – First Training Day

*Good Housekeeping/Safe Systems of Working/Work Equipment

*ICT & Internet Acceptable Use Policy  for ITeC Trainees (signed & dated)

*ICT Workshop:

Username and password

Training Portfolios issued

C&G Appeals Procedure, C&G Access to Assessment, ECDL Appeals Procedure

E-Learning introduction and user accounts – ALISON, Blog, Moodle, Email

Course Overview & Syllabus
	
	


I confirm that I have received and understood induction training as outlined above, and have signed a trainee agreement and training plan (where applicable). I have been made aware that this programme of training has been part funded by European Social Funds.

Name of Trainee/Employee: ______________________Signature: ______________________Date: ______________

Staff Member Providing Induction Programme:

Day 1   Name: ____________________________Signature: ____________________________ Date: _____________

Day 2   Name: ____________________________Signature: ____________________________ Date: ______________
LEARNING AGREEMENT
This document sets out the details for all Work based Learning Programmes – Traineeship, Steps to Employment and Apprenticeship.  The agreement also includes other government funded programmes eg REACT/PROACT. The Learning Agreement is between Swansea ITeC (provider) and yourself (Learner).  The Learning Agreement outlines the terms and conditions of learning with Swansea ITeC upon starting a programme.  Any subsequent changes to the Learning Agreement will be notified to the learner in writing.
Listed here are the rules and regulations of the ITeC and the terms and conditions of the programme you are about to commence.

This document will be discussed and explained to you, signing the document indicates your understanding/acceptance of the Learning Agreement. If at any time you break the terms and conditions set out here, you may be asked to leave the programme. As a learner with the ITeC you of course have rights in addition you will also be expected to comply with the rules and regulations which affect your training programme


IT IS YOUR RESPONSIBILITY TO MAKE SURE THAT YOU


UNDERSTAND THIS LEARNING AGREEMENT

1)
EQUALITY AND DIVERSITY 
Swansea ITeC is committed to providing a training and working environment in which everyone feels valued and respected and he or she is able to pursue their aims whilst contributing to the success of our business.  Swansea ITeC operates a policy to ensure equal access to learning delivers equality of opportunity, irrespective of disability, gender, race, age, religion/belief or non-belief or sexual orientation.   Furthermore, our aim is to ensure that everyone can enjoy equal access and opportunities in an environment, which is free from discrimination, harassment, bullying and victimisation.

The policy gives full consideration to the requirements and to the intent of the Equal Pay Act 1970, the Sex Discrimination Act 1975 (as amended), the Race Relations Act 1976 and Race Relations (Amendment) Act 2000, (as amended) the Disabilities Discrimination Act 1995 and 2005 (as amended), Equality Act 2010, as well as the Welsh Language Act 1993.  
Should a learner have a complaint relating to Equality and Diversity or any other matter relating to their training programme, in the first instance they should contact their assigned tutor/learning coach.  
All policies and procedures can be accessed via the training BLOG.
2)
STANDARD OF DRESS

You will be expected to wear clothing appropriate to the environment you are working in. For those learners employed (apprentices) or on work experience, you will need to adhere to the company dress code policy.
3)
GUIDANCE AND SUPPORT
Each learner will be allocated a tutor/learning coach.  The role of the tutor/learning coach will be to provide the learner with advice on how to maximise his/her own ability and learning skills.  Furthermore, the tutor/learning coach will :-

· Act as general resource, providing advice and guidance, both personal and professional.

· Carry out progress reviews on a regular basis, detailing the learner’s progress and providing encouragement, praise or otherwise where necessary.

· Act as the first disciplinary agent where required, following the internal warning procedure.

In addition to the assigned tutor/learning coach, all learners have access to a dedicated in-house Employment Coach.

Furthermore, learners taking part on the Apprenticeship (aged 16-19) and Traineeship programmes (participants in the 14-19 Learning Pathways) will be entitled to impartial career information, advice and guidance via Youth Support Services eg CareersWales.
4)
ABSENCES

You are allowed time off for the following:-

· Pre-arranged job interviews

· Pre-arranged hospital appointments

· Pre-arranged study leave

· Compassionate leave

· Self-Certified sickness.

5)
SICKNESS

It is the responsibility of all Learners to inform the ITeC on each day of sickness before 10.30 am. The Learner must provide the reason for absence and an approximate return date. The telephone number to use is 0800 083 1464 which is a freephone number.

Steps to Employment
· Where a learner fails to attend for 2 consecutive days (unauthorised absence) Swansea ITeC is required to inform JobCentre Plus, this may affect benefit payments.

· If a learner fails to attend for 5 consecutive days and does not inform the Swansea ITeC of the reason, the learner will be contacted in the first instance by telephone, and then subsequently followed by a written letter.   Where the learner continues to be absent then the learner will be deemed to have terminated their learning.

· The learner will receive written notification of programme termination and is advised to contact their local JobCentre Plus immediately.

Traineeship

· If a learner fails to attend for 5 consecutive days and does not inform the Swansea ITeC of the reason, the learner will be contacted in the first instance by telephone, and then subsequently followed by a written letter.   Learners who have been absent from the programme for 10 consecutive days without authorisation will be immediately suspended from their learning programme.

Apprenticeship
· Apprentices must follow their employer’s procedures for sickness/absence
Self-Certification

· The self-certification covers sickness absence for a period of 1 – 7 days including weekends.  Please ensure that if you are off work/training for longer a medical certificate (MED 3) is provided to cover you from the 8th day
6)
LATENESS


If you expect to be late, you or your agent MUST telephone Swansea 464561 with an explanation before 10.30 a.m.

7)
HOLIDAY ENTITLEMENT
The holiday entitlement is as follows: -

Traineeship and Steps to Employment
· Entitlement - 2 days annual leave per month plus statutory holidays.

Apprenticeship 
· As identified within employers contract/terms and conditions 
Other Contracts
· Contracted client ____________________ holiday entitlement ___________
8)
COURSE DURATION AND HOURS OF ATTENDANCE

Course duration is determined by Swansea ITeC and/or type of programme:-
 Traineeship – Engagement

· Week 1 – 4 - attend learning for 12 hours per week (dates and times to be discussed)

· Week 5+ - learners to attend a maximum of 21 hours per week (dates and times to be discussed)

Steps to Employment

· Time - 9.00 am - 4.00 p.m. Monday – Friday (Min 30 hours per week)


· Length of programme -  4 – 12 weeks 

Apprenticeships          
Outlined within Employment Contract
Length of apprenticeship programme (fundable time):-

· Level 2 -– 14 months

· Level 3 – 15 months

Weekly Timesheets

· All learners following the Steps to Employment/Traineeship programme must complete weekly timesheets and sign-in/out (start and end of each working day).


· All apprentices attending off-the-job training must sign-in/out (start and end of each working day).
9)
REST BREAKS

Centre-based breaks are as follows:-


· Lunch is 30 minutes. 


· Coffee Breaks during the day will be allowed as deemed necessary.

10)
ALLOWANCES

Allowances will be subject to attendance and timekeeping, and will be adjusted accordingly. 
Traineeship
· Engagement - £30.00 per week

· Traineeship  (Level 1) and Bridge-to-Employment - £50.00 per week

Steps to Employment
· Learning Allowance – payable by the Department of Work and Pensions
Apprenticeship
· All apprentices must be employed
· National Minimum Wage for Apprentices with a rate of £2.50 per hour (This will be £2.60 per hour from October 2011).   The new rate will apply to those apprentices who are under 19 or those that are aged 19 and over but in the first year of their apprenticeship. Those entering the second year of their Apprenticeship, and that are 19 or over, will then receive the general National Minimum Wage (currently £4.92 - £5.93, and from October 2011 this will be £4.98 - £6.08.)

11)
TRAVEL


Swansea ITeC has set travel rates from various towns and villages in the area.   Learners are expected to use part of their weekly allowance to pay for travel to and from work/training.  


The current rate is as follows: -


Steps of Employment/Traineeship
· If your total weekly travel costs exceed £5.00, Swansea ITeC will contribute an extra sum, up to the cost of the most economical mode of travel.

· Reimbursement of travel is paid out every Friday, at the end of the training day.  
· If you go on a work placement, your travel allowance may be adjusted accordingly.
12)
CHILD CARE PAYMENTS


Childcare support is available for non-employed learners who are lone parents.  This is usually discussed with learner prior to start of programme.
13)
NON SMOKING BUILDING

To meet Welsh Government legislation ITeC has a no smoking policy for the building. Any person caught smoking within the premises will be dismissed instantly from their training programme.



14)
WELFARE FACILITIES

Learners have access to a kitchen which is situated on the bottom floor of the building. 

15)
DISCIPLINARY 


All learners must comply with the following:


Any breach of discipline will render you liable to disciplinary action, which may include immediate suspension followed by dismissal, or instant dismissal for offences of gross misconduct, unless there are mitigating circumstances.

            Misdemeanours which may give rise to disciplinary action include: -

· Poor Time Keeping

· Insubordination

· Abusive Language

· Inefficient Performance of Duties

· Neglect of ITeC Property

· Failure to Obey Reasonable Instructions of Senior Staff

· Failure to comply with ITeC policies (eg  Non smoking building, Acceptable use policy)

· Unbecoming Behaviour

· Disclosure of Confidential Information

Gross misconduct is misconduct of such a nature that the ITeC is justified in no longer tolerating the continued presence at the place of work of the employee/trainee who commits an offence of gross misconduct ie instant dismissal.

 Examples of such offences are: -
·  Unauthorised Removal of Property

·  Offences of Dishonesty

·  Sexual Offences

·  Sexual Misconduct

·  Fighting

·  Physical Assault

·  Falsification of Time Sheets, Subsistence etc

·  Malicious damage to ITeC property.

·  Use of alcohol and/or drugs

Any disciplinary action taken will be fully explained to you, documented, and your right to appeal explained.

16)
COMPLAINTS PROCEDURE

If during your training you want to make a complaint, first talk to your tutor/learning coach. If you are still dissatisfied, you will be subsequently referred to the Director of Training.  If after that you are still dissatisfied you may ask the Career Wales/Job Centre Plus or any other person of standing to take up your case. In the last resort you may ask Dfes (Welsh Government) to consider the matter; whatever you do keep your tutor/learning coach in the picture.

17)
TRANSFER TO ANOTHER TRAINING PROGRAMME


If the training programme, for whatever reason is not suitable, Swansea ITeC will try its utmost to transfer the learner to an alternative programme or sign-post to external organisations.

18)
QUALIFICATIONS AND EXAMINATIONS


As part of your program you may study towards recognised qualifications. The cost for these qualifications will be covered by Swansea ITeC/Dfes.

All learners are made aware of the relevant examining bodies appeals and access to assessment procedures.  Where learners are unable to achieve full accreditation, unit accreditation may be considered.

19)
WORK PLACEMENT


Depending on the programme, learners may be required to complete some of their training with a work placement provider.  Every effort will be made to match up the learner needs with the company needs.  When on work placement learners must comply with employer company rules and regulations.
22)
TRADE UNIONS


As a learner you are entitled to join a Trade Union if you are eligible to do so under their rules.

23)
CLOSED CIRCUIT TV


Images are recorded for the purpose of crime prevention and public safety.

R GWYNN

MANAGING DIRECTOR

Learning Agreement

Please complete and sign this agreement. Signing this document indicates your understanding/acceptance of the Learning Agreement


Signed: .............................................................………………………………… 


Name in Capitals: ..............................................……………………………….


Date: .....................................…………………………

Claim for Travel Allowance

Applicable only to those on Steps to Employment and Traineeships 
Under Government guidelines, trainees may be entitled to help towards travelling costs.  Using the cheapest form of transport, Swansea ITeC Ltd may recompense trainees up to a maximum cost of £11.50.  Eg A First Cymru Weekly Bus Pass currently costs £16.50, the trainee pays the first £5 and Swansea ITeC Ltd will pay the difference, in this case £11.50.  Travelling allowances are paid out on Friday.  However, if you decide to use a weekly bus pass, you will need to hand the pass in on the following Monday, just in case you need it for the weekend!  Those not using a weekly bus pass should keep respective train and bus tickets if used and hand these in on the appropriate day.  
No Tickets – No Money

If travelling by car, the same fiscal rules apply as above with the exception that travelling expenses are calculated utilising the 25p per mile rule (HM Customs & Excise).  Again, the trainee will have to find the first £5 of any claim and we will then recompense trainees up to a maximum of £11.00.

In order to ascertain if you qualify for travelling allowance, please fill in the form below.  If you have any questions then please ask at reception.

How will you be getting to Swansea ITeC Ltd?

Car □ Bus □   Train □ Walking □ Taxi □

(Please tick appropriate box)
If travelling by car, please calculate the number of miles between your home & Swansea ITeC and let us know on the first day of your training.
Name: ……………………………………………………………………………………………...:ancesse ask at reception.utrm below.  If you have any questions aboutill then travelling expenses are calculated utilising 


Address:  ……………………………………………………………………………………….

……………………………………………        Post Code:  …………………………………
Signature:  ………………………………….  Date:  ……………………………………….


Working Practices - Housekeeping and Safety

All ITeC Trainees have a legal duty to take reasonable care of their own Health and Safety and that of others, who may be affected by what they do or do not do.

Trainees must co-operate with the Health and Safety Policy of Swansea ITeC and not interfere with, or misuse, anything provided for their health and safety.

The ITeC expect all trainees to adhere to their Training Agreement and conditions laid down by Welsh Assembly Government, in respect of timekeeping and attendance.

Trainees are also required to take responsibility for their training / workplace environment, as outlined below: -
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If you feel that improvements can be made to the working environment, feel free to convey your suggestions verbally or via our Blog.

Housekeeping and Safety

I confirm that I have read and understood the Housekeeping and Safety rules set out above.

Signed


Name


Date

Internet Acceptable Use Policy

Aims:

We want you to use ICT:

1. responsibly, to help your learning and improve your skills and knowledge.

2. in a safe way that does not put your personal security or privacy at risk.

3. in a safe way that does not put ITeC's equipment, software, data or reputation at risk.

4. in an environmentally friendly and sustainable way


We also want you to leave ITeC with the skills to:

1. assess online information and resources for quality and reliability.

2. continue to use ICT independently and safely in your own life.

3. use Web 2.0 technologies confidently and safely.


With these aims in mind the AUP will not be a "laundry list" of "don'ts".  Instead we aim to teach you to use your own good sense to judge what is an appropriate use of IT.

What do we mean by "Use ICT"?
ICT, or Information Communication Technology includes a wide range of computer and Internet resources.  It includes things like:

· Software, including web-based programs and applications

· Online resources such as webpages, blogs, wikis, YouTube, Flickr, email/webmail etc

· Equipment, including thing like PCs and printers as well as other hardware such as digital cameras and mobile phones.


It is a broad term and the examples given above are not meant as a complete list.  You are encouraged to both use and view other people's online resources, and to create your own.  ITeC is keen to encourage the use of "Web 2.0" resources and believes sites such as Facebook, Twitter etc. have their place in learning when used properly.

What do we mean by "actions which put security at risk"?

Although ICT is a very useful resource, there are disadvantages as well.  One of the main ones is the risk posed by viruses, spam and malware.  These can be installed in secret on users' PCs and cause problems including slow and unreliable computer behaviour.  To avoid these problems you need to check with a tutor before:

· Installing any software

· Using your own disks or memory sticks

· Opening unexpected emails and especially attachments


You should also be careful about the websites you visit -- game sites and "free" software sites sometimes use the temptation of "getting something for nothing" to trick users into downloading a virus.



What do we mean by "actions which put privacy at risk"?

We encourage the use of Web 2.0 and social networking sites at ITeC as long as they help you learn and are not a distraction.  However you should be careful about how much information you reveal about yourself on such sites.  You should also be aware that the web is also covered by the same slander and libel laws that apply in "real life" and that anything you write online might not remain private.

What do we mean by "sustainable use"?
We encourage the use Green IT in order to care for our planet so that future generations have the same opportunities as our current generation. For you as a user of the systems this includes things as simple as reusing and recyling paper, turning monitors off at breaktimes and PCs off before leaving for home, and thinking whether you really need to printout materials.

Any outright bans?

ITeC will not accept:

· The use of its resources for inappropriate content such as pornography, or any illegal use, including copyright infringement.

· Noisy and disruptive behaviour in the training room which interferes with other people's learning

· Food and drink near the computers, apart from bottled drinks.

What about personal use?
ITeC realises that not everyone has a PC at home and is happy for you to use the systems for personal projects during break times and after training hours.  Use during training hours may be allowed if the tutors agree and it does not slow down your progress through the course.

Monitoring and Filtering
ITeC uses two ways of monitoring and filtering online content. 

ISA is used to record trainees' Internet use.  This information is held securely and only looked at by authorised staff when we believe someone is not keeping to these rules.

OpenDNS is used to filter undesirable content such as porn, illegal material etc.  If you believe a site has been blocked which shouldn't have been, we will be happy to have a look and see if it can be unblocked.

Penalties
Breaking the rules in the AUP will result in the use of the ITeC disciplinary procedure.  The first step will be a meeting with your tutor.  If there is no improvement you may be banned from using the systems.  Repeated or serious misuse may mean you will have to leave the course.

Leia Fee
ICT and Internet Acceptable Use Policy Consent Form
[image: image3.png]—
B)

VW
S
é




Comply with the Swansea ITeC Internet and ICT Acceptable Use Policy


Keep your own work area and common areas neat and tidy.


Ensure that personal folders, training files, and CDs are kept safe and returned to their proper places.


Ensure that logbooks and development plans are kept up to date.


Exercise consideration for other trainees by :


keeping unnecessary noise to a minimum in the training rooms, 


switching off mobile phones during training hours, 


using an appropriate volume for headphones.


If carrying drinks from the kitchen to the smoking area, ensure that any spillages are cleaned up promptly.


Remember that food and drink are not allowed in the computer labs.


Comply with the Swansea ITeC Environmental and ESDGC Policy and adopt Green IT office good  working practices:-


Keep wastage to a minimum.  e.g. do not print unnecessary multiple copies of documents, only print when necessary, re-use single sided used paper


Recycle coffee and water cups etc (bins available)


Turn off Computer monitors during breaks, at the end of the day ensure that your PC is correctly closed down and the power turned off at the wall.


If you have to leave before the scheduled end of training then please ensure you inform the trainer of the reason before you go.





Please complete and sign this form, confirming you have read and understand the ITeC Acceptable Use Policy on the use of ICT and the Internet.


Trainee Name:


As a user of the� HYPERLINK "http://safety.ngfl.gov.uk/schools/" � ITeC computer systems and Internet access, I agree to comply with the rules on its use. I will use the network in a responsible way and observe all the restrictions explained to me by the trainers and as outlined above. 


	Trainee’s signature		


	Date		
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