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 b
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 b
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 l
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 s
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at
es

. 
Tr

ai
ni

ng
 p

ro
gr

es
s 

re
vi

ew
s 

ar
e 

us
ua

lly
 c

ar
rie

d 
ou

t 
as

 
th

e 
tra

in
ee

’s
 

sk
ill

s 
an

d 
ex

pe
rie

nc
e 

de
ve

lo
p 

w
ith

 th
ei

r 
pa

y 
in

cr
ea

se
d 

ac
co

rd
in

gl
y.

 
Th

is
 g

iv
es

 a
n 

ad
de

d 
in

ce
nt

iv
e 

to
 t

he
 t

ra
in

ee
 

to
 d

o 
w

el
l i

n 
th

e 
ap

pr
en

tic
es

hi
p.

 

A
PP

R
EN

TI
C

ES
H

IP
 A

G
R

EE
M

EN
T 

A
n 

ap
pr

en
tic

es
hi

p 
ag

re
em

en
t i

s 
a 

co
nt

ra
ct

 o
f 

se
rv

ic
e 

be
tw

ee
n 

an
 

ap
pr

en
tic

e 
an

d 
th

e 

em
pl

oy
er

. 
It 

co
nf

irm
s 

th
e 

em
pl

oy
m

en
t 

ar
ra

ng
em

en
ts

 
an

d 
pr

ov
id

es
 

th
e 

em
pl

oy
ee

 
w

ith
 a

 w
rit

te
n 

st
at

em
en

t 
of

 p
ar

tic
ul

ar
s.

 T
he

 
ag

re
em

en
t m

us
t b

e 
si

gn
ed

 b
y 

bo
th

 p
ar

tie
s 

at
 

th
e 

st
ar

t o
f a

ny
 a

pp
re

nt
ic

es
hi

p 
as

 w
ith

ou
t t

hi
s 

a 
co

m
pl

et
io

n 
ce

rti
fic

at
e 

ca
nn

ot
 b

e 
is

su
ed

. T
he

 
ag

re
em

en
t m

us
t i

nc
lu

de
 th

e:
 

 
le

ng
th

 o
f e

m
pl

oy
m

en
t 

 
tra

in
in

g 
to

 b
e 

pr
ov

id
ed

 
 

w
or

ki
ng

 c
on

di
tio

ns
 

 
qu

al
ifi

ca
tio

ns
 

th
ey

 
ar

e 
w

or
ki

ng
 

to
w

ar
ds

. 

A
 c

om
m

itm
en

t s
ta

te
m

en
t m

us
t a

ls
o 

be
 s

ig
ne

d 
be

tw
ee

n 
th

e 
em

pl
oy

er
, t

he
 a

pp
re

nt
ic

e 
an

d 
th

e 
tra

in
in

g 
pr

ov
id

er
. 

Th
is

 i
nc

lu
de

s 
th

e 
pl

an
ne

d 
co

nt
en

t 
an

d 
sc

he
du

le
 f

or
 t

ra
in

in
g,

 w
ha

t 
is

 
ex

pe
ct

ed
 a

nd
 o

ffe
re

d 
by

 e
ac

h 
pa

rty
, a

nd
 h

ow
 

to
 re

so
lv

e 
qu

er
ie

s 
or

 c
om

pl
ai

nt
s.

 

TR
A

IN
IN

G
 C

O
ST

S 
A

n 
em

pl
oy

er
 c

an
 a

pp
ly

 f
or

 f
un

di
ng

 t
o 

he
lp

 
w

ith
 th

e 
co

st
s 

of
 tr

ai
ni

ng
 a

n 
ap

pr
en

tic
e.

 L
ar

ge
 

em
pl

oy
er

s 
w

ho
 h

av
e 

an
 a

nn
ua

l 
w

ag
e 

bi
ll 

of
 

ov
er

 £
3 

m
ill

io
n,

 p
ay

 a
n 

ap
pr

en
tic

es
hi

p 
le

vy
 

eq
ui

va
le

nt
 to

 0
.5

%
 o

f t
he

ir 
w

ag
e 

bi
ll.

 T
hi

s 
le

vy
 

go
es

 
in

to
 

a 
di

gi
ta

l 
ac

co
un

t 
w

hi
ch

 
th
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Higher Level Care Jobs Name, Centre number, Candidate number 
Vacancy_Ref Level Vacancy_Title Duration Training_Provider 
SCAL5025 6 Manager In Adult Care 22 Urban Work Skills Ltd 
SCAL5032 5 Social Care Worker 20 Urban Work Skills Ltd 
CEDL4021 4 Childcare Assistant 12 Tawara Training Solutions 
AEAL4022 4 Apprentice Tree Care Surgeon 24 Progress Learning Foundation 
CEDL4015 4 Childcare Apprentice 18 PDJ Training 
SCAL3029 4 Senior Healthcare Support Worker 15 Tatham College of FE 
BADL4068 4 Care Administrator 13 Tawara Training Solutions 
SCAL4024 4 Lead Practitioner In Adult Care 24 Alpha Work Skills Limited 
SCAL4016 4 Health and Social Care Apprentice 18 Alpha Work Skills Limited 
AEAL4021 4 Poultry Farming and Care Apprentice 24 Ultima Training Ltd 
CEDL4002 4 Advanced Childcare Apprentice 36 Alpha Work Skills Limited 
SCAL3021 4 Lead Adult Care Worker 18 Urban Work Skills Ltd 
SCAL3028 3 Senior Carer 18 Tatham County Council 
AEAL3017 3 Apprentice Canine Carer 18 Forder Valley Training Ltd 
SCAL3015 3 Health and Social Care Apprentice 18 Headway Professional Training Services 
SCAL3026 3 Personal Assistant Health and Social Care 18 Portway Training Ltd 
CEDL3008 3 Childcare Apprentice 20 Alpha Work Skills Limited 
AEAL3016 3 Animal Care Apprentice 24 Skillsnet Training Services 
CEDL3025 3 Childcare Practitioner 18 Evergreen Learning Institute 
SCAL3007 3 Care Assistant 24 Tatham County Council 
BADL3069 3 Client Care Team Member 16 Alpha Work Skills Limited 
SCAL3019 3 Healthcare Assistant 18 Tatham County Council 
SCAL3031 3 Social Care Support Worker 9 Tatham County Council 
AEAL3008 3 Horse Care Apprentice 15 Tawara Training Solutions 
BADL3084 3 Medical Care Administrator Apprentice 12 Tawara Training Solutions 
CEDL3022 3 Childcare Assistant 20 Tawara Training Solutions 
AEAL3019 3 Poultry Husbandry and Care Apprentice 18 Training Plus Solutions 
AEAL3020 3 Sheep Husbandry and Care Apprentice 18 Training Plus Solutions 
SCAL3009 3 Community Care Practitioner Apprentice 15 Urban Work Skills Ltd 
SCAL3023 3 Lead Care Assistant Apprentice 15 Urban Work Skills Ltd 
SCAL3010 3 Early Years Childcare Apprentice 15 Tatham County Council 

Title 100% accurate, fully visible, larger font size 1 mark 

Search (31 records) 
Level is >=3 1 mark 
Vacancy_Title contains care 1 mark 

Sort descending on Level 1 mark 
Specified fields, correct order 1 mark 
Portrait, fits one page only, all fields present, data and labels fully visible 1 mark 
(all fields must be present to award this mark) 
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Task 4 – Mail Merge Letter

Name replaces Candidate Name 
Name, centre number and candidate number in footer 1 mark 

Merge Fields inserted – text and chevrons replaced, correct position, all with existing 
spacing, formatting and punctuation maintained 
Fields «Title» | «Last_Name» | «Level», | «Position» inserted 1 mark 
Fields «Time>, | «Interview_Day» | «Length» | «Contact_Person» inserted 1 mark 
Fields «Wage» | «Probation» | «Trainer» inserted 1 mark 
Fields «Duration» | «Start» | «End». Inserted 1 mark 
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Result of merge – 3 letters printed –  
Mr Sinclair, Ms Singh, Miss Warner only 1 mark 
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Task 5 – Presentation

 
 
 
 
 
 
 
 

 

6 slides imported, title and bullet layout, no changes to text,  
blank slides, no overlap of items 1 mark 
Master slide items  
(must be same position/size on all slides, minimum 3 slides) 
Logo appears on all slides, resized, consistent position and size 1 mark 
Name, centre no and candidate no – any position 
Auto slide numbers top right (penalise other features) 1 mark 

Slide 1 changed to title slide layout, centred,  
title larger than subtitle, name inserted 1 mark 
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EVIDENCE DOCUMENT

Step 1 – EVIDENCE 1  

Step 3 – EVIDENCE 2  

  

Step 4 – EVIDENCE 3  

 

Original – prior to changes: 

  

Step 5 – EVIDENCE 4 

 

File saved as EMPGUIDE with evidence of file type 1 mark 

Style list 
4 Styles correctly created, named and saved 1 mark 
(SP–Main, SP–Subhead, SP–Content, SP–Table)  

SP–Subtitle style modified – now serif 30pt,  
italic, right aligned no space before and after 1 mark 
(check 12pt space after changed/no longer displayed) 

 SP–Subhead text style created, named correctly, based on 
normal/default paragraph style 1 mark 
Serif, 14pt, underline, all capitals (penalise extra here) 1 mark 
Centre aligned, 0pt space before, 6pt space after  1 mark 
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Step 20 – EVIDENCE 5 

 
Step 21 – EVIDENCE 6 

 

Step 22 – EVIDENCE 7 

 

Step 23 – EVIDENCE 8 

 

DB Structure – SP2APPRENT table 
Field names as given, correct data types 1 mark 
(penalise ID field) 
Vacancy_Ref set as primary key 1 mark 

DB Structure – SP2TRAINER table 
Field names as given, Trainer_Ref set as  
primary key, all data types set as text 1 mark 

One–to–Many relationship between  
Trainer_Ref and Trainer_Code fields 1 mark 

Radio buttons used for Day_Release with  
evidence of values stored in the correct field 1 mark 
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Step 24 – EVIDENCE 9 

 

Step 27 – EVIDENCE 10 

 

Step 28 – EVIDENCE 11 

 

Step 31 – EVIDENCE 12 

 

Columnar form created, correct fields, field headings  
left aligned, fields/data fully visible 1 mark 
Field sizes appropriate for data (height & width),  
fields consistently aligned, evenly spaced 1 mark 
New record in form, accurate data entry  1 mark 

Report exported and saved in pdf format 1 mark 

Today's date field used, correct format dd MMMM yyyy 1 mark 

Automated filter to select Technical_Area is Digital  
and Level is 3 or more 1 mark 
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