INSPIRE, PROVIDE AND SUPPORT ACHIEVEMENT

INCLUSION POLICY AND PROCESS
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1. POLICY STATEMENT

Time2Train Ltd is committed to providing an inclusive apprenticeship experience where barriers to
learning, training and assessment are identified early, removed wherever reasonable, and reviewed
regularly. We uphold our legal duty to make reasonable adjustments under the Equality Act 2010, and
follow sector funding, inspection, and awarding-body rules so that apprentices receive timely,
proportionate support without lowering assessment standards.

2. SCOPE

This policy covers:

¢ Initial assessment and diagnostic/triage (including Aptem Assess)
e English and maths support considerations

e Learning Support identification, delivery, and claims

e Reasonable adjustments through on-programme learning and EPA
e Data protection and consent, recording and evidence

e Quality assurance, reporting, and continuous improvement

It applies to apprentices, staff, subcontractors, and employers in the apprenticeship (FE & Skills) remit
and reflects current DfE rules and Ofsted’s inclusion expectations.
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3. PRINCIPLES

1. Assess—Plan—Do—-Review (APDR): A graduated approach embedded from onboarding through
EPA.

2. Proportionate & evidence-based support: Interventions and funding claims are driven by
assessed need and tracked impact.

3. Reasonable adjustments, not reduced standards: Adjustments enable fair access without
changing what is being assessed.

4. Timeliness & minimal burden: Learning support can be initiated at any time, with reviews at
least every 3 months per current rules.

5. Learner voice & consent: Apprentices co-design support plans; records and data sharing are
transparent and lawful.

4. LEGAL & REGULATORY FRAMEWORK (OVERVIEW)

e Equality Act 2010 (duty to make reasonable adjustments; anticipatory duty)

e Department for Education Apprenticeship Funding Rules (2024/25; live guidance page)—initial
assessment, learning support, English/maths support, evidence and reviews.

e Ofsted inspection (FE & Skills): inclusion and SEND are a core focus across the framework and
toolkits.

e EPA access arrangements—follow EPAO policies and IfATE/Ofqual principles (evidence of need &
normal way of working).

5. ROLES & RESPONSIBILITIES

e Senior Leadership Team (SLT): Approves policy; resources staff CPD and systems; reviews KPI
dashboards.

e Head of Quality (HoQ): Owns implementation, audits evidence (lA, support plans, reviews,
funding claims).

¢ Inclusion Lead/SENDCo-equivalent: Maintains toolkits, advises on adjustments, oversees APDR
cycle, liaises with EPAOs.

e Tutor/Skills Coach: Carries out IA, triggers Aptem Assess where indicated, co-creates support
plans, reviews impact at least 3-monthly.

e Employer Mentor: Supports on-the-job adjustments; contributes to reviews.

e Data/Compliance Officer: Ensures secure records, evidence of need, normal way of working, and
compliant funding claims.

e Apprentice: Engages with assessments, agrees reasonable adjustments, provides feedback on
effectiveness.

6. PROCESS: FROM ONBOARDING TO APPRENTICESHIP ASSESSMENT
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6.1 INITIAL ASSESSMENT (IA)

When: Pre-start/onboarding.
What:

e RPLand baseline English & maths diagnostics and learning support screening.

e Indicators that MAY trigger cognitive screening include: historical difficulties; declared learning
difficulty or disability; low diagnostic scores inconsistent with interview; employer/tutor
concerns; previous access arrangements; or learner self-identification.

6.2 TARGETED COGNITIVE SCREENING (APTEM ASSESS)

Trigger: |IA indicates possible additional needs.

Tool: Aptem Assess—a short, research-based cognitive screen (typ. 15—30 minutes) that flags potential
support needs and provides staff with structured insights. We use the standalone or Aptem Apprentice—
integrated version depending on programme.

Rationale: Department for Education rules require screening for learning support needs as part of IA; an
engaging, quick screen improves completion/accuracy and helps identify hidden needs.

Consent & Accessibility:

e Provide an assessment information sheet and obtain consent; offer reasonable adjustments for
the screening itself (e.g., rest breaks, enlarged text).

6.3 TRIAGE & INDIVIDUAL SUPPORT PLAN (ISP)

e Inclusion Lead reviews Aptem Assess output plus IA data and any evidence (e.g., historic reports;
employer info).

e Draft an ISP with learner and employer, documenting: needs summary; agreed reasonable
adjustments (on- and off-the-job); learning support activities; English/maths support; review
cadence; and success criteria.

Examples of reasonable adjustments (illustrative, not exhaustive): extra time for knowledge checks;
coloured overlays; text-to-speech; assistive tech; alternative formats; scribe/reader for mock
assessments; structured coaching; workplace task adaptation; rest breaks; remote/face-to-face flexibility
per need. (Final EPA adjustments must follow each EPAQ’s policy and evidence rules.)

6.4 LEARNING SUPPORT & FUNDING (IF APPLICABLE)

e Learning Support can start at any point once a need is identified; review every 3 calendar months
(minimum) as per 2024/25 changes. Keep impact notes and update ISP.

e Evidence pack (for audit): screening results; ISP; session logs; reviewed outcomes; costs;
employer confirmations; and impact measures aligned to DEPARTMENT FOR EDUCATION rules.

6.5 ONGOING REVIEWS (PROGRESS & IMPACT)
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e At least 3-monthly APDR point with learner and employer: check uptake and impact of
adjustments/support, refine plan, and note changes in the training plan.

e Ensure that the ISP reflects the learner’s normal way of working—critical evidence for later EPA
access arrangements.

6.6 EPA PREPARATION & ACCESS ARRANGEMENTS

e 3-4 months before Gateway, confirm whether EPA access arrangements are needed; collate
evidence of need (Aptem Assess + ISP + review notes) and evidence of normal way of working.
Submit applications to the EPAO following each EPAQ’s policy and timelines,

e Ensure adjustments do not compromise assessment validity (i.e., do not change the competence
being assessed).

7. DATA PROTECTION, CONSENT & RECORD-KEEPING

e Use plain-language privacy notices before screening; obtain consent to share relevant
information with employers/EPAOs on a need-to-know basis. Keep records securely within our
MIS/LMS (including within Aptem where applicable).

e Store only necessary data: IA diagnostics, screening outputs, ISP, review notes, support logs, EPA
access-arrangements evidence. Retain in line with Department for Education audit requirements
and our retention schedule.

8. EMPLOYER PARTNERSHIP

e Provide a short Employer Inclusion Briefing covering: legal duties, workplace adjustments, review
dates, and contact points.

e Encourage Access to Work applications where relevant, in addition to the Department for
Education learning support.

9. STAFF TRAINING & CALIBRATION

e Annual CPD on: triggers for screening; administering Aptem Assess; writing ISPs; evidencing
impact; and EPAO access-arrangements requirements.
e Internal moderation of ISPs and support logs each term; actions reported to SLT.

10. QUALITY ASSURANCE, KPIS & REPORTING

Monitored each quarter by Quality & SLT:

e % screened (where |A triggers present) and time to screening completion

e % with ISPs; timeliness of 3-monthly reviews

e Learning support uptake and measured impact (progress, retention, FS outcomes, EPA success)

e EPA access-arrangements approvals and issues logged

e Learner satisfaction (inclusion questions) Findings inform our self-assessment and quality
improvement plan, meeting Ofsted expectations for a whole-provider inclusive culture.
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11. COMPLAINTS & APPEALS

Learners can raise concerns about support or adjustments via the standard Complaints Policy.
Disagreements about Apprenticeship Assessment access arrangements follow the relevant
Apprenticeship Assessment Organisation appeals route.

12. REVIEW

Version: 1.0
Effective from: 01.03.2026
Next review: 28.02.2027
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APPENDIX B - TRIGGERS FOR COGNITIVE SCREENING (EXAMPLES)

e Declared learning difficulty/disability or historical report
e Significant mismatch between interview performance and diagnostics
e Repeated difficulties with instructions, sequencing, or working memory
e Employer/tutor concerns during induction or early off-the-job tasks
e  Prior use of access arrangements in school/college (e.g., extra time)
e Learner self-identifies possible dyslexia/dyspraxia/ADHD traits
(Use professional judgement; the duty to consider adjustments is anticipatory.)



