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INITIAL ASSESSMENT POLICY
Version 3.0
	Purpose: 
	To advise and inform all Trust staff of our Initial Assessment Policy for Apprenticeship delivery

	For use by: 
	All ESNEFT Employees involved in the delivery of an Apprenticeship Standard
Pre-registration students should be encouraged to participate in all aspects of the related practice. The level of supervision from direct to indirect should decrease with the students’ increasing proficiency as assessed by an appropriate registered professional who displays competence in the area of practice – do not delete


	This document is compliant with/ supports compliance with:
	ESFA Employer Provider funding rules; Equality Act 2010 section 15ZA(6)

	This document supersedes:
	Initial Assessment Policy v2.0 - ESNEFT

	Approved by: 
	Apprenticeships Steering Group and Faculty of Education Management Group – Chair’s Actions

	Approval date: 
	28th August, 2024

	Implementation date:
	27th September, 2024

	Review date
	27th September, 2025

	In case of queries contact
Responsible Officer:
	Debbie McArthur, Head of Apprenticeships and Leadership Development
Debbie.McArthur @esneft.nhs.uk

	Division and Department
	Faculty of Education, Apprenticeship Delivery Team

	Archive Date i.e. date document no longer in force
	To be inserted by Information Governance Department when this document is superseded. This will be the same date as the implementation date of the new document.

	Date document to be destroyed: 
	To be inserted Information Governance Department when this document superseded


Version and document control:

	Version number
	Date of issue
	Change Description
	Author



	0.1
	March 2022
	First Draft
	D McArthur 

	0.2
	April 2022
	Second Draft
	D McArthur

	1.0
	May 2022
	First Approved/Ratified version
	D McArthur

	1.1
	August 2022
	Re-draft to new format
	D McArthur

	2.0
	September 2023
	Policy renewal, name changes only
	A Diles

	3.0
	September 2024
	Policy renewal. Job title changes only
	G Lepley


This is a Controlled Document

Printed copies of this document may not be up to date.  Please check the Trust intranet for the latest version and destroy all previous versions.

Trust documents may be disclosed as required by the Freedom of Information Act 2000. 

Sharing this document with third parties
As part of the Trust’s networking arrangements and sharing best practice, the Trust supports the practice of sharing documents with other organisations. However, where the Trust holds copyright to a document, the document or part thereof so shared must not be used by any third party for its own commercial gain unless this Trust has given its express permission and is entitled to charge a fee.

Release of any strategy, policy, procedure, guideline or other such material must be agreed with the Lead Director or Deputy/Associate Director (for Trust -wide issues) or Business Unit/ Departmental Management Team (for Business Unit or Departmental specific issues). Any requests to share this document must be directed in the first instance to the Responsible Officer. 

For further advice see the Development and Management of Trust wide Procedural Documents Policy
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Section 1 – Introduction

1.1
Policy Statement and Rationale


ESNEFT as an Employer Provider of Apprenticeships is committed to ensuring that their Apprenticeship Programmes are available to all irrespective of any real or perceived learning disability, difficult or other individual need.  It provides the rationale and indicative process of how initial assessment will be used across the board to ensure that everyone is supported according to need.  Should this initial assessment process identify that the learner’s prior learning or achievement is too significant to make the apprenticeship a worthwhile programme of new learning and skills, they will be provided with an IAG (Information, advice and guidance) interview to discuss other training or progression routes which may be available to them within ESNEFT.

1.2
Key Principles
In accordance with the Apprenticeship Funding Rules for Employer Providers, all apprentices must be checked for eligibility for funding.  This includes:

· Identification and recognition of the individual’s relevant prior learning

· Relevant English and math’s assessments and if required, further diagnostic testing to produce an individual learning plan

· Identification of any learning support needs

Additional Support may be provided as set out in the Equality Act 2010, for those apprentices who have a learning difficulty as defined under section 15ZA(6) of the Education Act, or where a learning need has been not previously identified but has been established at the time of initial assessment and would directly affect the apprentices’ ability to complete their apprenticeship.
1.3
Definitions 

	Term
	Definition

	IAG
	Information Advice and Guidance

	RPL
	Recognition of Prior Learning

	APL
	Accreditation of Prior Learning

	ESNEFT
	East Suffolk and North Essex Foundation Trust

	MIS 
	Management Information System

	PLR
	Personal Learner Record

	SGA
	Skills Gap Analysis


Section 2 – Duties and Responsibilities
2.1
The Apprenticeship team: requires to carry out some initial assessment activities 
2.2
Assessor/Coach: responsible for completing assessments, as well as completing them for internal delivery apprentices.  Responsible for ensuring that any required adjustments to the programme duration are calculated in accordance with the funding calculator in order to reduce funding and duration accordingly if required.
2.3
Lead Technical Trainer:  responsible for supporting the initial assessment process by offering vocational competence to the apprenticeship team, or to support the Assessor/coach.

2.4
MIS Administrator: will be responsible for entering the information into The Apprenticeship Service and recording on the MIS system accurately and timely. 

2.5
Head of Apprenticeships and Leadership Development: will be responsible for ensuring that reductions to funding and duration are recorded correctly prior to them being input into the MIS systems
2.6
Responsible Officer: Head of Apprenticeships and Leadership Development
Section 3 – Requirements 
3.1
Initial assessments will be conducted for ALL learners prior to acceptance on to a programme to ensure that funding can be drawn down for the training to be delivered.  This will also allow ESNEFT to calculate the funding value of the apprenticeship and the duration of on programme learning.  This will be achieved through a robust process of:

3.1.1 Online initial assessment of English and math’s abilities, irrespective of prior achievement
3.1.2 Obtaining documented evidence of any prior achievement through previous programmers of accredited training via hard copy certification or through the Learner Records Service
3.1.3 A skills gap analysis to determine the learners existing understanding of the vocational knowledge, skills and behaviors required to complete the apprenticeship, and taking into account any prior learning
3.1.4 A discussion with a vocationally competent Assessor/coach to establish which elements of the training can be omitted based on the above factors
This information will be fed into the Individual Training Plan and documented to evidence recognition of prior learning or achievement, and any subsequent reduction in duration and funding.
RPL – Recognition of prior learning will only be accepted based on what can be evidenced through elements 3 & 4 of the above assessment process.  
APL – Accredited prior learning will only be accepted by evidence of certification, and where it can be demonstrated that the prior learning is still current, valid and can be sufficiently tracked to the current standard.
Where APL relates to functional skills but English and maths assessments show an operating ability less than the required standard, additional learning activities will be added to the programme to ensure continued development of these skills.
Should a learner declare APL of English and maths and but has no evidence or certification to support this, they may be required to achieve maths and English functional skills at the appropriate level to meet the requirements of the standard.  Every effort will be made to source the evidence of achievement through the Learner Records Service before a decision is made.
Additional Support:
Following the Initial Assessment, if appropriate, the Assessor/coach and/or Lead Technical Trainer will outline a plan for providing additional support in line with our Additional Support Policy.

Supporting Policies:  
Additional Support Policy
Section 4 – Training and Education
	Education/Training Need
	Staff group
	Method of training/education
	Responsibility for training
	Timescale to complete

	Effective use of the Skills Gap Analysis
Use of the PLR
	Talent for Care Team
Apprenticeship Delivery Team


	Structured session on the completion of the document
1:1 development session
	Head of Apprenticeships and Leadership Development
	1 month


All staff involved in the delivery of an apprenticeship programme will undertake training in how to effectively use the Skills Gap Analysis which is designed to help with reductions in duration and funding, and participate in any required standardisation activities that cover initial assessment activities as required.
Section 5 – Development and Implementation including Dissemination
All staff involved in the delivery of an apprenticeship programme will be required to familiarise themselves with the requirements of this policy at induction. Initial Assessment may form part of ongoing standardisation activities to support staff development, our Self-Assessment Report and Quality Improvement Plan. 

This policy has been developed by the Head of Apprenticeships to maintain compliance with regulatory requirements for Centre Accreditation with Awarding Organisations.
Section 6 – Monitoring Compliance and Effectiveness
	Compliance to be measured
	Monitoring Tools
	Responsibility for training (nominated by department)
	Timescale

	Accurate completion of SGA for funding.
Accurate recording of Diagnostic assessment outcomes for funding.

Records of prior accredited achievement.
	Both routine audit and through random sampling, or where a programme has an unacceptably high number of out of funding learners
	Head of Apprenticeships and Leadership Development
	Every 3 months or sooner if required


Section 7 – Control of Document including Archiving Arrangements

7.1
Once ratified by the Faculty of Education Management Group, the Responsible Officer will forward this document to the Information Governance Department for a document index registration number to be assigned and for the document to be recorded onto the central hospital master index and central document library of current documentation.

7.2
In order that this document adheres to the Hospital’s Records Management Policy, the Information Governance Department will:

· Ensure that the most up-to-date version of this document is stored on the documentation library.

· Archive previous versions of this document.

· Retain previous versions of this guideline for a period of time in accordance with the NHS Records Retention and Disposal Schedule.

Section 8 – Supporting Compliance and References

8.1
This document will support the Trust’s compliance with ESFA Employer Provider funding rules; Equality Act 2010 section 15ZA(6)
Appendix A – Equality Impact Assessment Form

The purpose of this Equality Impact Assessment form is to determine the extent to which policies, procedures and practices impact upon individuals and groups in relation to one or more of the equality categories.
If the policy, procedure or practice is found to have an adverse impact, the author/s must consider all other alternatives, which may more effectively achieve the promotion of equality of opportunity.  This may include the development of specific measures to mitigate the adverse impact.

This Equality Impact Assessment form must be completed and forwarded to Human Resources Administration Office, Post Point N020 attached to the draft document prior to it being considered for approval. The Responsible Officer must retain the original. In the event that the document appears to be discriminatory, please refer to your Human Resources Manager/Adviser who will be able to advise you in accordance with employment legislation.  
	DOCUMENT TITLE:
	Initial Assessment Policy


	GROUP/DIVISION/DEPARTMENT:
	Apprenticeship Delivery Team – Faculty of Education

	NAME AND JOB TITLE OF  RESPONSIBLE OFFICER
	Debbie McArthur, Head of Apprenticeships and Leadership Development

	1. SERVICE USERS – Check for DIRECT discrimination against any minority group

	Does your document contain any statements which may exclude people from using services who otherwise meet the criteria under the grounds of:
	Response
	Action Required
	Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	Age
	
	X
	
	X
	
	

	Gender
	
	X
	
	X
	
	

	Disability
	
	X
	
	X
	
	

	Race
	
	X
	
	X
	
	

	Religion or Belief
	
	X
	
	X
	
	

	Sexual Orientation
	
	X
	
	X
	
	

	If yes is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation

	2. EMPLOYEES – Check for DIRECT discrimination against any minority group

	Does your document contain any statements which may exclude employees from operating under the grounds of:
	Response
	Action Required
	Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	Age
	
	X
	
	X
	
	

	Gender
	
	X
	
	X
	
	

	Disability
	
	X
	
	X
	
	

	Race
	
	X
	
	X
	
	

	Religion or Belief
	
	X
	
	X
	
	

	Sexual Orientation
	
	X
	
	X
	
	

	If yes is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation


	3. SERVICE USERS – Check for INDIRECT discrimination against any minority group

	Does your document contain any conditions or requirements which are applied equally to everyone, but may disadvantage certain individuals or groups because they cannot comply due to:
	Response
	Action Required
	Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	Age
	
	X
	
	X
	
	

	Gender
	
	X
	
	X
	
	

	Disability
	
	X
	
	X
	
	

	Race
	
	X
	
	X
	
	

	Religion or Belief
	
	X
	
	X
	
	

	Sexual Orientation
	
	X
	
	X
	
	

	If yes is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation

	4. EMPLOYEES – Check for INDIRECT discrimination against any minority group

	Does your document contain any statements which may exclude employees from operating under the grounds of:
	Response
	Action Required
	Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	Age
	
	X
	
	X
	
	

	Gender
	
	X
	
	X
	
	

	Disability
	
	X
	
	X
	
	

	Race
	
	X
	
	X
	
	

	Religion or Belief
	
	X
	
	X
	
	

	Sexual Orientation
	
	X
	
	X
	
	

	If yes is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation

	5. Check for ACCESS Discrimination

	Is your document accessible:
	Response
	Action Required
	Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	In a variety of languages
	
	X
	
	X
	
	

	To specific disabled service users/employees
	X
	
	
	X
	
	

	If no is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation


	Name of group/s consulted with on document:
	

	Signature of Responsible Officer:
	

	Date:
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