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New Apprenticeships
announced May 2004

The new family includes:

Young Apprenticeships – new for 14-16 
year olds

Pre-Apprenticeships – accessed via e2e  
to get ready for an Apprenticeship

Apprenticeships – replacing Foundation 
Modern Apprenticeships

Advanced Apprenticeships – replacing 
Advanced Modern Apprenticeships

Young Apprenticeships 
for 14-16 Year Olds

Who can join?
These will be available from September 2004 for Year 10 

students. In the first year about 1,000 students will get places. 
There will be more places in the future.

What’s involved?
Students will take qualifications such as GCSEs in vocational 
subjects or NVQs and, during Key stage 4, spend up to 50 days 

in the work place gaining practical experience. Places will be 
available in engineering, automotive industries, business 

administration, logistics, and the arts and creative industries.

Can anyone join?
These are high quality and demanding courses. To gain entry, 

students will need to achieve certain standards at Key stage 2 
and 3 and show that they will complete the course. Students 

can then move on to an Apprenticeship or Advanced 
Apprenticeship at 16 years.

Where do I get more information?
Talk to your Connexions Personal Adviser or log on to 

   www.apprenticeships.org.uk

http://www.apprenticeships.org.uk
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What is Connexions?
It is an information, advice and support service for 
all young people aged 13-19 to help them prepare for 
the future.

What help can I get?
You can get advice on courses, training and career paths
you need to take. Or you might talk about something that
is worrying you such as family relationships, health,
housing or money. We can together find someone who can
provide help and support.

How can I get this advice?
In person through a Connexions personal adviser who
might be based at your school, college or reached at your
local Connexions centre. By telephone, text, webchat or
email through Connexions Direct. This is a freephone
helpline where you can talk to personal advisers for
confidential advice and information seven days a week,
between 8 a.m. and 2 a.m.

Check out www.connexions-direct.com or look in the
telephone book to find your local service. Or ring 080 800
13219 or text on 07766 413219 for Connexions Direct.

What is this booklet about?
It is one of over 40 in a series covering many work sectors,
subjects and careers. Each book contains a number of case
studies showing young people in a variety of jobs. All telling
you how it is – including the good things and the bad.

Each job shows you what qualifications you will need,
what training you can get and how much you might be
paid. Also, you will see which route each person took in
getting that job.

How can I find out more?
Look on the website www.connexions-direct.com/jobs4u
which contains background information on lots more jobs.
You can talk to your Connexions personal adviser who
will help you research more details. Or you can contact
one of the organisations listed at the back of the book.

Contents

http://www.connexions-direct.com/jobs4u
http://www.connexions-direct.com
Click on a job title to take you to the case study page
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When you join the real world of work, you do not have to stop learning. Whether you
are learning for work as part of a work placement programme, learning at work
while undertaking an in-house company training scheme or through work linked to
accredited further or higher education qualifications, there are plenty of opportunities
to develop key competencies and skills and enhance your job prospects.

Each section in this booklet details some of the main routes you can take to learn and
train while working. They provide factual information in the form of answers to some
frequently asked questions. They also feature case studies of young people describing
their own experience and what it means to them.

At the end of each section you will find more information about the various options,
and details of organisations, telephone numbers, websites and relevant publications.

Exciting opportunities
Learning and training while at work offers many exciting opportunities – you learn
while you earn. However, there are other benefits. It puts you firmly in charge of your
own career expectations, helps to increase your
motivation at work and builds your confidence. 

Modern Apprenticeships (Skillseekers in Scotland)
provide an excellent opportunity to gain valuable work
experience and undertake part-time study to gain a
National Vocational Qualification (NVQ) or SVQ.

e2e (entry to employment) is a new learning programme
designed to help if you are not yet ready or able to enter a
Foundation Modern Apprenticeship, further education or
employment. Under this scheme, you will be helped to
prepare for entry to work, employment with training,
Modern Apprenticeships and further education.

Various companies provide training schemes that will provide you with recognised
qualifications while working for them, for instance, within the financial, banking and
catering sector. 

Higher education also provides opportunities to gain valuable experience whilst taking
qualifications such as Foundation Degrees.

There are many opportunities to gain further qualifications, training and education
once you have left school, whether you are in work – even running your own business
– or not yet ready to start a career. The following studies show how young people have
managed to achieve those additional NVQs, degrees, nationally-recognised certificates
and diplomas once they left school and while at work.

So what is work
and learning?

Learning and
training while at
work offers
many exciting
opportunities –
you learn while
you earn.
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Modern Apprenticeships
Do you fancy learning on the job? Building up your
knowledge and skills? Getting a head start in your
chosen career? And all this while earning money as well!

Why not consider a Modern Apprenticeship? They provide you
with the opportunity to start your career through a
combination of learning and work experience. In return, you
will need enthusiasm, aptitude and the ability to complete the
programme. Once completed, you will join a growing band of
people who have qualifications to establish worthwhile careers.

What careers are available through 
Modern Apprenticeships?
There are approved Modern Apprenticeship programmes for
more than 100 job opportunities to choose from in sectors such
as sports and recreation, building, motor mechanics, catering,
engineering, accountancy, agriculture, business administration, 
IT and healthcare.

Are there different types of 
Modern Apprenticeships?
Yes, there are two levels. Foundation Modern Apprentices (FMA)
have either a job and a wage, or a work placement and a weekly
training allowance. FMAs last at least 12 months and lead to
qualifications at National Vocational Qualification (NVQ) 
Level 2, plus certificates in key skills and technical knowledge,
along with any additional training requirements for your chosen
career. Once completed, you will have the opportunity to
progress to an Advanced Modern Apprenticeship (AMA).

Advanced Modern Apprentices are in full-time employment, with
an appropriate salary and aiming for a technical, supervisory or
junior management role. AMAs last at least two years and lead to
qualifications at NVQ Level 3, plus certificates in Key Skills and
technical knowledge. From here, you can progress to higher level
NVQs and higher education.

What are Key Skills?
Key skills are valued by employers and show we are more able
to adapt to changes in our work patterns. These skills are:

• Communication
• Working with others 
• Numeracy
• Information Technology 
• Problem Solving 
• Improving own Learning and Performance

What age can I start?
You have to be between 16-24 and leaving, or have left 
full-time education. 

What are the benefits?
A Modern Apprenticeship shows that you can do a specific
job to industry standards, which is what employers are
looking for today. Apart from training that meets national
standards, you have the experience to tempt most employers
and proof that you can do the job.

What should I do next?
The first step is to decide which career you want to aim for.
It’s a big decision, and you should ask for advice from your
careers teacher at school, your parents, and a personal adviser
at your local Connexions centre.

Finding out more 

Finding out about Modern Apprenticeships couldn’t be easier. 

• Click on i www.apprenticeships.org.uk or call freephone
08000 150 600 for an information pack.

• Connexions services throughout England can advise you
on suitable opportunities. 
i www.connexions-direct.com

• Careers Advisers in your school or college can give
advice on your career choice and information on training
opportunities in your area. 

• Visit i www.learndirect.co.uk, where you’ll find advice on
career opportunities, skills and qualifications. 

• For local job listings check local papers and company
websites, listen to local radio, or talk to local
recruitment agencies. 

• If you’re already working your Human Resources manager
may be able to help with advice about training.

Modern Apprenticeships are available in Scotland,
Northern Ireland and Wales but may have different names
and rules. You should speak to your careers teacher or
careers adviser.

http://www.apprenticeships.org.uk
http://www.connexions-direct.com
http://www.learndirect.co.uk


Chef

Chris Dowling, 17, is a
trainee chef working at
a country pub in West
Sussex. After extended
work experience, the manager offered him a Foundation
Modern Apprenticeship once he left school – provided he
completed his GCSEs. The incentive worked and Chris is
now taking an NVQ Level 2 in Food preparation and Cooking.

Why did you choose to become a chef?
I had no firm career ideas when I was selecting my GCSE
options, but I enjoyed helping with the cooking at home and
put down food technology.

Also, during Year 10, I got a part-time job washing-up in a
restaurant. I am not keen on washing up but it did give me the
to see how a restaurant kitchen works, and this gave me the
idea of training as a chef.

What help did you get while at school?
During Year 11 the school arranged for me to do extended
work experience, which meant as well as working regular
shifts, I helped at the pub one weekday, only attending school
four days a week. 

How did this turn into an apprenticeship?
The pub manager and chef were impressed with my work 
and commitment, and I was offered a Foundation Modern
Apprenticeship, providing I completed my GCSEs. This
certainly helped me get through Year 11.

What training is involved?
Once I started working full time I started at Chichester College
one day a week where I am taking NVQ Level 2 in Food
Preparation and Cooking.

The course covers practical work, food technology theory and
key skills as well as food hygiene and health and safety.

Chef

Do you like going 
to college?
Yes. It is good because there
are about 20 in our group
who are all working in
similar positions. There is a
mix of trainee chefs working
in a variety of catering
establishments which is
interesting as it lets me find
out about all the different
work practices. 

What hours do 
you work?
Working as a chef involves
working when people eat –
and that means split shifts
from 9.30 a.m. to 3.00 p.m.
and then 6.30 p.m. to 
10.30 p.m which included
working at weekends as
well. He gets time off during
the week to compensate.

What are your future
plans?
I plan to work in a hotel as
a head chef.

What are the
advantages for you
of a Modern
Apprenticeship?
I wouldn’t have liked full-
time college, but enjoy the
day-release course. It is
good to concentrate on
just one subject, rather
than all the subjects I had
to do at school. The
advantage of an FMA is
gaining work experience
and qualifications, and
getting paid to do so.

Working in work & learning

3

Wo
rk

ing
in work &

learning•

FOUNDATION

MODERN

APPRENTICESHIP



Leonie Bowns, 18, is a travel agency sales consultant, 
at Lunn Poly in Sheffield. Recently, she was named as
TUI-UK’s Modern Apprentice of the Year. She saw the
Modern Apprenticeship vacancy on the noticeboard at her
school and applied immediately.

Why did you choose a Modern Apprenticeship?
I was considering a full-time travel course at college as I was
interested in working in the travel industry. However, I saw an
advert on the school noticeboard for an Advanced Modern
Apprenticeship (AMA) at Lunn Poly just before taking my
GCSEs. As soon as I saw the advert, I knew this was what 
I wanted to do, and thought it could be a good starting point
for other careers in travel.

What did you do next?
I contacted the company and was asked to send in my
curriculum vitae (CV). I was given a telephone interview and
invited to the shop to sit a test on travel and general knowledge. 

I had another interview where I met the branch manager
who told me more about the job. Soon after, I was offered
the position.

What are your duties?
I help and serve customers as well as help the managers with
their duties. Now that I have finished my NVQs – Level 2 
and 3 in Travel Services – I show new staff how to do
ticketing and administration.

What hours do you work?
I work normal office hours but finish at 7.00 p.m. sometimes.
I have to work one weekend a month (having days off in the
week instead).

What training was involved?
I went to another branch for training two days a month. This
was good as I met other apprentices from the same division
who were training at the same time. Also, the company allowed
me some time during working hours to work on my NVQs,
although I still had to do more studying at home. 

Although the studying was
hard I enjoyed it and the staff
were helpful. It is a much
better than going to college
full time.

Why is it better?
I could have done my NVQs at
college, but would have still had
to find a job at the end. Several
of my friends have left college
before completing their courses,
and are now having difficulty in
finding work. 

What are your plans
now?
I want to train now to work
in the currency bureau and
also help to train two new
apprentices who are working
in the shop. Eventually, I
want to become an assistant
manager and, long-term, I
would like to run a branch.

What advice would you
give to anyone thinking
about a Modern
Apprenticeship?
Modern Apprenticeships really
work for anyone taking GCSEs.
You get all your training whilst
getting paid, you get to know a
lot of people and are learning
the industry from day one.

Modern Apprenticeships
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Leisure centre manager

Richard Feist, 22, is a
duty manager at Donyngs
Recreation Centre in Surrey.
He had considered going on
to higher education to take
a sports-related degree,
but did not apply, preferring
the idea of employment
after college.

How did you become a Modern Apprentice?
My careers adviser told me about the scheme. He thought it would
be ideal as I could earn money whilst getting work experience and
continuing to study for a work-related qualification.

The process was quick. I completed the application form, which
was sent to a local training provider. An interview was then
arranged at the local recreation centre – where there were job
vacancies – and, I started work within a week.

What training was involved?
I attended a local college one day a month, taking NVQ Level 2
in Sport and Recreation and NVQ Level 2 in Customer Service.
I had to complete my portfolio or file of work experience in my
own time. However, this was worth it, as the qualification
helped my chances of promotion. Most of my training was
done on-the-job.

Has work training stopped once you finished 
the course?
No. Since completing my AMA I have done a lot more courses
through the workplace. Now, I am a qualified lifeguard, first
aider, football and swimming coach and have certificates in
leadership and coaching, child protection, health and safety 
and disability awareness.

Leisure
centre
manager

What do you do 
at work?
As a recreation officer, I set
up equipment, do pool duty
and clean the equipment.
Since finishing, I have been
promoted and my duties now
include opening and running
the building, decision making
and also being responsible for
the staff on duty.

What hours do 
you work?
I work a 40-hour week on a
rota system which involves
early and late shifts –
sometimes starting at 
6.00 a.m – and weekends.

Would you
recommend a
Modern
Apprenticeship?
Certainly. I have learned
skills at the same time as
earning. This helps as you
can see the relevance of
the training in every day
situations.

5
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How did you overcome
this hurdle?
I decided to take a Life Skills
programme as an
introduction to the world of
work and to help boost my
battered self-confidence. 
I completed a Foundation
Modern Apprenticeship with
an NVQ level 1 in
Information Technology. 

Then, I found a full-time job
as a carer at a local nursing
home and completed
Foundation Modern
Apprenticeship Level 2 NVQ
in Care in just seven months.
This helped me get to the
next stage – working
towards Advanced Level and
an NVQ Level 3 in Care.

What are your future
plans?
I enjoy working with old
people so much. One day, 
I hope to open my own
nursing home, perhaps even
ending up with a small chain
of them.

Lawrence McKay, 19, left
school without enough
GCSEs to train as a nurse.
However, a Modern
Apprenticeship has helped
him towards fulfilling his long-term ambition. This
autumn, he hopes to start a three-year degree course in
adult nursing. His achievement so far has won him a
trophy as a recent winner in the region’s Modern
Apprenticeship awards scheme.

What made you become interested in nursing?
As a schoolboy I did voluntary work – and spent my work
experience – in a nursing home. I knew straightaway that
nursing was what I wanted to do as a career. Unfortunately,
personal problems at the time affected my schoolwork and 
I ended up with insufficient GSCE passes. This almost put
paid to my dreams of becoming a nurse.

Nurse
Modern Apprenticeships
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Nurse

How has a Modern
Apprenticeship
helped you? 
It has provided a
stepping stone to further
educational
achievements. I have
applied to Edge Hill
College of Higher
Education for a place on
their three-year degree
course in Adult Nursing,
which I hope to start
this autumn.

I couldn’t have achieved
any of this without the
Modern Apprenticeship
programme and the help
I have received from
those around me. The
initial suggestion that I
take an apprenticeship
was one of the best
pieces of advice I have
ever received.
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Hairdresser

Not everyone who does a
Modern Apprenticeship
does it straight after school or college. Cheryl Shaw, 20,
is a trainee stylist at Suave in Croydon and is studying
for an NVQ Level 2 in Hairdressing.

How did you get into hairdressing?
I needed a career direction change. I always enjoyed styling
my friends’ hair, and felt that being a hairdresser would make
good use of both my artistic and creative skills. I talked to a
careers adviser about training as a hairdresser and was advised
to see what the local college had to offer.

The head of the college department told me I could do an
Advanced Modern Apprenticeship which involved attending
college one day a week. However, I would have to find a
suitable full-time job first with a salon which was prepared 
to take on a Modern Apprentice.

Was this easy to find?
I had to look around and contact salons. I found out about a
vacancy at Suave, a salon specialising in Afro-Caribbean hair.
I visited the salon, got an interview and a one-day trial and
got the job, starting college soon after.

What training are you doing?
At college I am studying for NVQ
Level 2 in Hairdressing, which covers
all the basics needed to qualify as a
stylist. The college day is split into
practical and theory work, and we all
have to do key skills.

Also, I have to complete a portfolio or
file of all my work and training
experiences. Luckily, the other stylists
at work are helping me as they have all
trained as Modern Apprentices.

What are your plans now?
I hope to go onto NVQ Level 3, as this will cover more
intricate styling and technical skills. Also, this involves some
training in business and managerial skills. I want to stay at the
salon until my training finishes and go on to do some media
work, either in television or as a catwork stylist. In the longer-
term, I would like to own my own salon.

Hairdresser
Working in work & learning
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What do you like
about being a
Modern Apprentice? 
I prefer the mix of work
and learning which I can
do with a Modern
Apprenticeship, rather than
doing a full-time course.
Going straight into a job
gives you a lot of hands-on
experience, and helps you
gain an insight into the
business from day one.



Administration and Professional
Accounting
Advice and Guidance
Business Administration
Information and Library Services
Information Technology and 

Electronic Services
Management
Payroll
Personnel

Agriculture
Agriculture and Commercial

Horticulture
Agriculture and Garden Machinery
Amenity Horticulture
Animal Care
Environmental Conservation
Farriery
Floristry
Horse Industry
Sea-fishing

Construction
Building Services Engineers
Construction
Electrical and Electrical Servicing
Electrical Installation Engineering
Engineering
Fencing
Plumbing
Timber Trade

Customer Service, Retailing 
and Wholesaling
Call Handling
Customer Service
Floristry
Procurement
Retailing
Wholesale, Distribution, Warehousing

and Storage

Engineering
Cleaning and Support Services
Electrical and Electronic Servicing
Electrical Installation Engineering
Electricity Supply Industry
Electrotechnical
Engineering
Gas Industry
Healing, Ventilating, Air Conditioning

and Refrigeration
Manufacturing
Motor Industry
Telecommunications
Water Industry

Finance, Insurance and 
Real Estate
Insurance
International Trade Services
Newspapers
Personnel
Providing Financial Services
Residential Estate Agency

Health and Beauty
Hairdressing
Health and Beauty Therapy
Health and social care

Health, Care and 
Public Services
Community Justice
Cultural Heritage
Early Years Care and Education
Emergency Fire Services Operations
Health and Social Care
Housing
Information and Library Services
Occupational Health and Safety
Operating Department Practice
Pharmacy
Physiological Measurement Technicians
Security

Hospitality
Craft Baking
Events
Food and Drink Manufacturing
Hospitality
Meat Industry
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Modern Apprenticeships are available in the following sectors:

Modern Apprenticeships

Manufacturing
Ceramics
Chemicals Industry
Clothing Industry
Fibreboard Packaging
Food and Drink Manufacturing
Furniture Manufacture
Glass Industry
Jewellery, Silversmithing and 

Allied Trades
Laboratory Technicians
Man-made Fibres
Manufacturing
Oil and Gas Extraction
Optical Manufacturing Technician
Paper and Board Manufacture
Polymers
Steel Industry
Surface Coatings Industry
Textiles

Media and Printing
Arts and Entertainment
Broadcast, Film, Video and Multimedia
Photo Imaging
Print and Print Packaging

Recreation and Travel
Amenity Horticulture
Cultural Heritage
Sports and Recreation
Travel Services

Transportation
Aviation
Bus and Coach 

(Land Passenger Transport) –
Maintaining Automotive Vehicles

Driving Goods Vehicles
Marine Industry
Motor Industry
Ports Industry
Rail Engineering
Rail Operations
Road Haulage and Distribution

For more information contact a
Connexions personal adviser, a careers
teacher or click on

i www.apprenticeships.org.uk

http://www.apprenticeships.org.uk


Who can apply for e2e training?
It is open to anyone who lives in England and is 16-18 years
old as long as they are not already in any other type of post-
16 education. If you are more than 18 and not eligible for
New Deal, you may still be considered, although all e2e
training must be finished by the time you reach 25.

Is the training the same for everyone?
No, it is planned according to your own personal needs. Once
you apply for e2e training you will have an initial assessment
period, which could take up to eight weeks.

This will be quite intensive but worth it as it makes sure your
interests, support and learning needs are clearly identified.
From these results, a training plan will be drawn up. 

There is an e2e prospectus, giving advice and guidance, 
on the LSC website (see Finding out more section).

How long does e2e training last?
There is no set time. It is based on individual needs and the
training plan put together in the assessment period. 

Some training periods are quite short, to prepare the trainee to
go on to a Modern Apprenticeship, other types of training or
straight into a job. Others are much longer.

The training is usually between 16 and 40 hours per week. 

What will we do?
All trainees do training in three areas – personal and social
development, basic and key skills and vocational development
(learning about different types of work). 

Is there any help with expenses?
A minimum allowance of £40 per week is available to each
e2e trainee and expenses, such as travel to and from training
venues, are also paid. Bonuses are also payable, for example,
when gaining a certificate on completion of training.

Can we get any qualifications?
The aim is for you to finish your learning programme with
some form of qualification. These can be gained through:

• attending one-day courses on subjects like first aid, drug
awareness and health and safety

• completing key skills in maths, IT and communication
(English)

• completing other certificate courses eg CLAIT (Computer
Literacy & Information Technology) or City & Guilds
Profile of Achievement.

e2e (entry to
employment)
e2e is a new learning programme, funded and
managed by the Learning and Skills Council (LSC). 
It is designed to offer support to young people who
are not yet ready to enter Modern Apprenticeship
programmes or other employment directly.
It aims to develop motivation and confidence, personal
effectiveness, employability skills, Basic and/or Key
Skills and acquire vocational knowledge, skills and
understanding through sampling a range of work and
learning contexts. 
All trainees receive an individual learning plan and all the
support they need to progress to Modern Apprenticeships,
further education or employment with training. 

Working in work & learning
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Finding out more 

Connexions services throughout England will advise you
on local e2e opportunities. Ask at your school or look in
your telephone book or ask at the local library for the
address/phone no of the nearest Connexions service. You
can also find contact details at i www.connexions-direct.com

Learning and Skills Council (LSC) –
the e2e Prospectus, Framework and Passport can be 
found at i www.lsc.gov.uk

http://www.connexions-direct.com
http://www.lsc.gov.uk


Construction

Kyle Dunn, 16, started his
Life Skills course four
months ago. He wants to
continue his training at a
construction college to
become a roofer.

What is included on
your Life Skills course?
It is all about preparing for
getting a job and gaining the
right qualifications. We have
learnt how to use the internet
to find information on jobs
available. Different people
come in to train us on different
subjects and we get certificates
at the end to say we have done
the training. So far, I have
done health and safety, manual
handling and first aid.

I am also doing my key skills
in literacy and numeracy. 
I have not been doing it for
long, so I am still preparing 
to take the tests.

How long will your
course last?
Probably about six months
altogether. I spend two-and-a-
half days a week training from
Monday morning to lunchtime
on Wednesday.

How did you hear about e2e training?
It was when I was at school. I was put in touch with the
Connexions office and my personal adviser told me about the
programme and arranged an interview with a training provider.

Are you enjoying the course?
Yes. It is quite different from being at school and is a lot
better than I expected. I feel an equal and part of a team
with my colleagues and the instructors. Also, you get the
chance to put forward an opinion and discuss it.

What do you want to do when you have
finished the course?
I want to go to the local college and train to be a roofer. It
has the right training facilities there so you can learn about
working on roofs and what to do. You also spend some time
out with a local roofing company to get work experience and
learn from people who are doing the job. I am interested in
roofing because it is hands-on and I enjoy working outdoors. 

Construction

What are the best
and worst parts 
of it?
I like getting the different
qualifications and
certificates. There is only
about six people in my
group most of the time
and we get on well. There
is nothing really bad
about doing the training
– I like it all.

e2e (entry to employment)
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How has e2e helped
you so far?
I have been for a pre-start
interview for the course. My
certificates in health and
safety, manual handling and
first aid definitely helped me
with it and I am waiting to
hear a start date.



Retail

Scott Thacker, 16, has been doing an e2e course in 
Key Skills with a Birmingham training provider for three
months. On completion, he wants to train specifically 
for retail work – working in a shop.

What are you doing on your course?
At the moment, I’m doing Key Skills Level 1 in Maths and IT
and level 2 in Communication (English). We are taught these
subjects every week and I have just started putting my
portfolio together. I have written a few reports already and
one includes the results of a survey I did in the local town.
This involved pretending to spend £100 on an outfit. We had
to plan a route round the different shops and compare prices
of different types of clothing we could buy for the money. 

What have you learnt so far?
I have already learnt how to use a word processing package
and am currently looking at how to put images into
documents. We have already had some training on using
graphs, tables, charts, spreadsheets and databases.

Why did you decide to do this training?
I had left school but knew I needed to do some more training
as I did not get very good grades at school, apart from IT. 
I was told about e2e and Key Skills when I visited the
Connexions resource centre. An interview was arranged with
the training provider and a month later I started on the course.

How many people on
your course?
There is usually about 10
every day. It is quite a small
group which I like. It means
you get more done and more
time to ask questions.

What are the best and
worst bits of it?
Its all good – I really like it.
The only difficult bit at first
was getting in on time every
morning, as I had left school
quite a while before I started
the training and got out of
the habit of early starts. But
I am used to that now! Also,
I like the tasks we are doing
– they all have a purpose to
help me get a job.

Retail

What do you hope
to do when you’ve
finished the course?
I have already had an
interview to do some
more training in a retail
department of the
training provider’s
company. I want to
work in a shop, so this
will help and I will learn
about other things such
as customer care. I will
get help putting together
my CV (curriculum
vitae) which I will need
to get job interviews.
There are a lot of shops
in the area, so I hope
the training will help me
to get a good job.

Working in work & learning
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Business administration

Shanna Mills, 18, decided 
to do Key Skills through e2e,
after a short period at a
hairdressing college which
she did not like. She hopes 
to work in business
administration when she
finishes her course.

What training are you doing at present?
I am doing my Key Skills Level 1 in Maths and IT and Level 2
in Communication (English). The same teacher teaches us
about the subjects in classes, and we do group work too. 
We get together and discuss things we are learning and do
quizzes – it helps us relate to each other. 

I go to other tutors for specific subjects too, like putting
together a CV and communication workshops. For IT, we
sometimes have a written list to take us through all the steps
of using the computer and we get on with this by ourselves.

I have only been doing the course for three months but the
results of my weekly maths tests show that I am improving.

Any difficult bits?
Not really. It is just important to come in every day and
take notes on everything there is to learn, and then you 
can really improve.

What do you hope to
do when you finish the
training?
I want to do administration
work in a business, so feel 
I am working towards that
now. Part of our course is
helping us to get work
experience and job
interviews. I went for an
interview for a work
placement the other day, but
have not heard anything back
yet. It will be good to get
business administration work
experience in a real work
situation, but it needs to be
somewhere where I can carry
on and finish my training.

Business
administration

What do you like
best?
I am enjoying the maths
and English best. I like
doing all the group work
too. There are usually 10
to 12 people on the course
every day and I enjoy it
when we break into
smaller groups and discuss
things with each other.

e2e (entry to employment)

12

There are a lot of businesses
in the Birmingham area and 
I am hopeful to get the type
of job I am looking for
when I finish my course.



Beauty therapy

Nichola Nelson, 18, is in
the middle of an e2e Life
Skills course. She is 
looking forward to 
training in beauty therapy
when she has completed
her course.

How did you get on to the Life Skills course?
My probation officer put me forward for e2e training and 
I had to have an interview with the training provider before 
I was accepted onto the course. I was interviewed at the end
of one week and began training at the start of the next week,
which was very good.

What do you do on the course?
It is a mixture of training courses and special projects. I have
done lots of different training already including first aid,
health and safety and drug awareness. I have also done my
Key Skills Level 1 – literacy and numeracy, and some IT
training too.

The projects are usually quite interesting. One was about
different countries and cultures and I chose Italy, as my mum
is Italian. Another is on favourite films, and I am looking at
Fast and Furious as I like motor racing a lot. I should be able
to include it in the project.

How long is the training?
I do 16 hours a week which my group spreads over Monday,
Tuesday and Wednesday morning. We have 10 in my group
and there are about three groups training at the same time. 
I have been on the training course for nine months now, with
another seven months to go.

What do you like best
about it?
Doing lots of different
subjects and getting
certificates to show what
course you have been on and
completed. There is a real mix
of different types and races of
people on the training too,
which is good, and I have
made some friends.

Beauty
therapy

What are you
hoping to do when
you finish training?
I have got a place at a
local college to do a
beauty therapy course.
Its what I am really
interested in, especially
doing nails – maybe 
I can specialise in that
later on. My course
starts in the autumn 
and lasts for two years
and I am really looking
forward to it.

Working in work & learning
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Larger companies, including major High Street stores and
banks, usually have their own in-house staff training
programmes. These include companies like Marks &
Spencer, Boots, Debenhams, McDonalds, Barclays and other
banks and travel agencies. Many premier league football
clubs have set up their own academy centres where trainee
footballers receive structured business training alongside
their sports training. 

Staff at this type of company usually have induction training
when they are first employed, then have opportunities to learn
new skills for their job, or to progress through leadership and
management training programmes. These sorts of skills are
often transferable to another job within the company, or a
completely different company or line of work.

Small groups of companies or individual ones, that do not
have their own in-house training facilities, sometimes have 
a policy of sending or referring staff for training by
recommended training providers within their particular
industry. Sector Skills Councils can advise on current valid
courses for the types of job and industry they each cover.

Company-
based
training
It is sometimes possible to train at work, either for the
job you have just been employed to do, or for jobs with
more responsibility or in another area of the company.

Company-based training
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Finding out more 

• High street stores and banks’ websites usually contain
information on recruitment and training. Alternatively,
ask at the customer service desk of your local stores or
banks for information on their training schemes.

• Sector Skills Councils (SSCs) websites may list relevant
and/or recommended training courses and training
providers within the job areas they cover. The Sector
Skills Development Agency website gives information and
contact details on individual SSCs iwww.ssda.org.uk

• Smaller companies in your area can be contacted direct to
find out about any training schemes, or if they have a
policy of providing training opportunities for staff.

http://www.ssda.org.uk


Trainee footballer

How did you come to Southampton?
I attended school in the city and was signed up by
Southampton at 16. I have been playing football since I was
six and was noticed by a Saints scout aged 10. I knew that
once I left school I wanted to be a professional footballer.

Are you still studying?
Yes. I left school with 12 GCSEs and went straight into my job
with Southampton Football Club. However, the academy
programme includes a minimum of 10 hours educational
tuition which leads to a BTEC National Certificate or Diploma
in sport. In addition, I am doing an A level in media studies. I
took an AS last year and hope to complete the A level this year.

Is it important to get qualifications while training
as a footballer?
Absolutely. Only about one out of every 10 people who play
football becomes professional. Even becoming an academy
student is no guarantee you will be good enough to play
professionally for a top team – so you need to get some
educational qualifications while you can. At the end of the
programme, you may not make it as a professional. Also, you
need something to fall back on when you finish playing.

What is a typical day?
We start at 9.30 a.m. most days with training which goes on
all day. The afternoons are spent either studying or discussing
tactics with the manager and coaches. We are top of the U19
league and have a full fixture list which involves one or two
matches a week during the season. On average, we work a
normal working week like any other occupation.

What is training like?
Tough! The bulk of the training time is divided into technical
skills or games related tactics. Pre-season, there are a lot of
stamina tasks such as running and weights. You get used to
training every day.

Studying is OK as this is done at the local college and we mix
with other students. During the week we are a pretty closed
group with most students staying in the club’s lodge. I am local
so live at home.

What about the future?
Obviously, I am hoping to make it into the first team. I want
to be a successful footballer, but it is comforting that I will
have some non-footballing qualifications as back-up.

Trainee footballer

Andrew Surman, 17, is a professional footballer and
student of Southampton Football club’s academy. He is
being groomed for stardom and has already played a few
games for the reserves. His training combines football
with education and lifestyle skills.

Working in work & learning
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What are the best and worse parts of your job?
You are doing something for a living that you really enjoy.
However, you have to realise that being a professional
footballer means total commitment and making some
sacrifices. For instance, I have to say no when my non-
footballing friends want me to stay out late if I have a
match the next day. You have to go for it when you have
a chance like this. It is worth it.



Store manager

Barry McVeigh is a trainee retail manager for Marks &
Spencer and working his way through the company’s
Graduates Futures training programme. Currently, he is a
commercial manager looking after a number of sections
in a town store in Northern Ireland.

How did you get involved in the 
M & S training programme? 
As a student I had a part-time job working in a store which
gave me my first interest in the retail sector. Marks & Spencer
has a strong reputation within the sector for its training and
development, which was a major attraction when the company
promoted its graduate scheme at the university’s careers day.

There were 12 of us who joined the scheme once we had got
our degrees – I graduated in management and business
studies. We all met at the company assessment centre before
choosing to focus on various areas. I chose selling, while
others joined human resources or head office specific roles.
We have all provided good support for each other as we
have progressed.

What is involved in the training programme?
Basically, the training scheme lasts for one year, and then the
company gives many opportunities to build on this. The first
six months gave me a taste of each area within the company –
commercial selling, store operations, human resources and
logistics. Also, there are a number of courses on managing
people, legal, and health and safety issues.

How are you coping with training and working
at the same time? 
OK – it has been great. Learning on the job is a lot of fun,
because you can test your understanding. I feel you always
learn more from making mistakes as you work or when you
need to adapt your learning if things are not quite going
how you expect. Obviously, the downside is that sometimes
it is quite tough as the workload builds up, but at the end of
the day is really rewarding when things go well.

What you are doing at present?
I am a commercial manager in the store and look after the
ladieswear, lingerie and beauty sections – it makes quite a
change from studying economics. When I started initially, 
I worked as a ‘buddy’ to the foods commercial manager,
moving to another store after about three months where 
I stayed for a while as a relief store manager.

What is a typical working day for you?
I start at 8.00 a.m. and look at the current store performance
before going out to the shop floor. I check that the store looks
good and that all the teams are ready for the day. During the
morning I work with the teams to forward plan and ensure
that the right product is on the shelves at the right time, and
that it looks good. 

During our peak ‘power house’ hours around lunchtime we all
need to be available to help the customer. Throughout the
afternoon I am working with the teams to forward plan for the
next few days. For example, we need to ensure everything is
organised for any forthcoming event, such as a busy retail period
to ensure there are enough staff and supplies, for instance.

What happens after you finish the training
programme?
Training in the company is on-going. We are all encouraged 
to take charge of our own development plan and take part in
relevant training courses to achieve our goals. As the retail
industry changes I am very keen to move with it and the
company really supports me in achieving this by making
training readily available.

Store manager
Company-based training
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Louisa Ersanilli is used to
working and learning at the
same time. She spent a
placement year working for
an engineering company in
Germany during her
sandwich degree course.
After graduation, she joined

Air Products’ graduate training programme. 
On completion, she will have enough experience to
achieve chartered engineer status.

How did you become involved in the training
programme?
When I graduated, I started work with an engineering contractor in
London. But I soon realised I needed more to get my teeth into.
When I saw that Air Products’ engineering development
programme offered three assignments in the first two years, with
plenty of opportunity for travel, I was hooked. In addition, the
company supports your development to become chartered engineer.

What things have you been involved in so far?
I joined as a process engineer and worked for the first eight
months in the industrial gases division’s air separation
department, which designs, builds and commissions air
separation plants. I moved on to become the technical assistant
to the sales staff, putting together technical proposals, dealing
with support engineers and project engineers and often visiting
customers, which was great.

Have you been able to work abroad?
Yes. One of my three assignments involved a move to Brussels
as project manager at a French-speaking speciality gas-filling
depot, the company’s largest such site in Europe. The company
has operations throughout the world and both my company
mentor and my boss were really helpful when I approached
them to ask about assignments in Europe. 

Engineer:
chemical

What are you doing now?
Now I have two further career moves within the next three
years. A few months ago I moved to Cologne to work in
research and development in an emulsions plant. The job
involves dealing with all kinds of people – research chemists,
management, marketing and operators – so I need to be able
to relate to different people – in German. It has been a real
challenge so far.

What happens once the training programme 
is completed?
Training does not stop once your graduate programme ends.
The company is among the top five for safety training, for
instance. There are also opportunities for soft skill and technical
training, both in-house and out. Soft skills’ training is aimed at
developing your interpersonal abilities for business needs, such
as motivation, managing and working with staff.

How do you cope with training and learning?
No problem. The company has a good induction programme
and I was assigned an experienced chartered engineer to
mentor and guide me throughout the whole training
programme. It is quite a change to go straight into a working
environment after university but my placement year helped
me prepare for balancing work and training. Even so, it is
challenging but rewarding.

Working in work & learning
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John Pinto, 20, has worked at McDonald’s in Rochdale,
Lancashire for three years. He has recently completed a
company management course which means he now has
responsibility for all serving staff in the fast food restaurant.

What do you do now after completing your training?
Previously, I had been working as a crew member at a branch
for three years. That meant taking turns with other staff at
cooking, working on the counter and cleaning up. During
this time I have been on a number of company training
courses ranging from health and safety to cooking and
counter service operations.

Now that I have completed the management course, I
manage the front counter area. I am responsible for all the
crew members working on the counter during my shifts. I
work on the counter too most of the time, but have to make
sure everyone else is working together as a team and all
customers are served quickly.

How did you get on to the course?
My manager recommended me, initially. I had to take an
exam before being accepted on to the company course. There
were maths questions and multiple choice ones on the
company, the stock carried at the restaurant and so on.

I passed the exam and did the course at the company’s regional
headquarters. There were about 20 people on the course, who
all came from other branches and worked in different areas of
the restaurant. This course lasted three days and covered what
the company expects of area managers, the jobs you have to
do, food hygiene, health and safety and security.

Did you enjoy it?
Yes, it was good. I learnt about more things involved in
running a restaurant. I wanted to do a bit more than remain
as a crew member, especially after three years. Everyone on
the course got on well and I enjoyed meeting people from
other areas.

Are there any downsides to your job?
It is sometimes very busy, of course, when there are customers
waiting to be served all the time. You have to be prepared for
different types of customers – some are a bit awkward when
they have to wait for a while. You just have to keep up to
speed and be pleasant to them all – you get used to it.

Are there opportunities to progress?
Yes, there are chances to work your way up to branch
manager, or into a wider job with the company in human
resources, marketing or advertising, for example. There is
a structure in place to encourage staff to learn more and
progress to better jobs. I hope to go on more company
courses in the future to help develop my career.

Also, all the courses within the company are well respected
within the fast food service sector which will hold me in
good stead should I move to another company.

Fast food
service manager

Company-based training
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Bank financial adviser

Matthew Johnson, works
as a mortgage adviser for
Barclays. He joined the
bank straight from school –
gaining professional
qualifications while at work
through the company’s
training scheme.

How did you get into the bank’s training scheme?
I started with Barclays straight after school. I got two A levels
– mathematics and German – which meant I could join the
bank’s accelerated training programme. Basically, this provides
a quicker route to bank management, compared with starting
as a customer adviser.

What did you do during training?
During the four-year programme, I moved around the
organisation gaining experience in a number of different roles
while studying for various ACIB (Association of the
Chartered Institute of Bankers) qualifications. 

The training is done one day a week at a local college. This
gave me a sound introduction to the business and I got a firm
grasp of what happens behind the scenes from stockbroking
to property law.

What happened then?
I moved to a sales role with Premier Banking. This is a specialist
banking service for customers who want individual advice on
their banking needs. I had a portfolio of more than 250
customers. My contact was over the telephone, and it helped me
improve my ability to build long-term relationships with clients. 

Bank
financial
adviser

What do you do now?
I decided to specialise in mortgages and became an adviser at
our branch in Northampton. At the time you did not need
further professional qualifications to deal with this work, but
you do now. 

I decided to get these qualifications which the bank paid for. 
I got my CeMAP (Certificate in Mortgage Advice and
Practice) through distance learning.

Is it hard working and studying at the same time?
For the initial bankers qualifications you get a day a week
to attend local college to study for your examinations.
However, for the additional qualifications, I did all my
study in my spare time. This was hard as there are three
levels to pass and you need to motivate yourself to do the
studying yourself.

Is it all worthwhile?
Most definitely. I can now become a regulated seller of financial
services or go into sales management. My training with
Barclays is universally recognised so it looks good on my CV if
I want to move to another banking or financial company. 

I could have joined a company with little training incentive
but I was encouraged by my manager and now have
professional qualifications. This will hold me in good stead in
the future when I want to get into higher management.

Working in work & learning
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What are Foundation degrees?
These are employment-related higher education qualifications,
just below honours degree level. They are designed in
conjunction with employers to meet skills shortages at the
higher technician and associate professional level. These
degrees are developed and delivered by partnerships of
employers, higher education institutions and further education
colleges. They can be available in both full-time and flexible
modes of study (including work-based and distance learning
and part-time study) to suit both employers and learners.

Do I need a Higher National Certificate before 
I can do a Higher National Diploma?
No it is not necessary, but again the type of qualification you
decide on is likely to depend on the subject and, eventually,
type of work you want to do. A HNC course usually lasts a
year, a HND goes on for two years. They may be longer if the
course includes a period of work experience. 

How do I decide what is best for me?
If you need to discuss what subject you would like to study
and the best way to do it, speak to your careers teacher or a
local Connexions personal adviser.

It is a good idea to get syllabuses from your local colleges and
universities too, to see what courses and qualifications are
available on your doorstep. Some colleges and universities
have general open days when you can go and find out more
about courses running and speak to the tutors. The Finding
out more section provides sources of information on higher
education opportunities.

Do I need good grades in school exams first?
Obviously the better grades you can get, the more
opportunities you are likely to have, but entry requirements
depend on what subject you want to study and the courses and
qualifications available. Once you have decided what you
would really like to do, contact colleges, universities and other
training organisations offering appropriate courses for full
details, including entry requirements and tuition fees.

Higher education
There are many different higher education routes and
options available to school leavers who do not have high 
A level grades or feel that a more practical, work-
related course is better. 
Although you may confuse higher education with full-
time degree courses lasting at least three years, these
routes provide qualifications that are just as relevant
and have the added bonus that they can be studied
whilst working full time. 
These include Foundation Degrees, HNDs (Higher
National Diplomas), HNCs (Higher National Certificates),
and short course qualifications, all available in a wide
variety of different subjects.

Working and higher education
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What if I am already working?
Many courses are available for part-time as well as full-time
study. If you want to study to get into a different type of job,
obtaining a qualification can give you knowledge and
confidence to apply and do well at interviews.

If you are studying to progress in the work you are in, the
knowledge and skills you already have can help you get
through the courses and give you a head start on completing
special projects.

In some types of work – such as travel and tourism –
appropriate higher education courses may be structured
around the types of jobs they relate to.

Working in work & learning
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Finding out more 

Speak to your:

• School or college tutor
• Local colleges and other training organisations
• Connexions personal adviser
• Professional or trade organisation for the subject/industry

you are interested in. They also provide qualifications
information.

• University admissions officers. They can advise on entry
qualifications for specific courses.

• Staff at nearest public library

Look in your telephone book or ask at the local library for
the address/phone no of the nearest Connexions service or
at i www.connexions-direct.com for England.

Professional and trade organisations are likely to have their
own websites. Look in the ‘Directory of British
Associations’ in your local reference library for contact
details of organisations, listed under subject headings.

Useful websites 

i www.hero.ac.uk – the official gateway site to the UK’s
universities, colleges and research organisations. This includes
a profile and information for each UK university and all
further education colleges offering higher education courses.

i www.ucas.ac.uk – UCAS (Universities & Colleges
Admissions Service), the central organisation that processes
applications for full-time undergraduate courses at UK
universities and colleges. 

i www.edexcel.org.uk – awarding body providing details of all
BTEC courses.

i www.foundationdegree.org.uk – all you want to know about
foundation degrees.

i www.aimhigher.ac.uk – find out what you need to know
about higher education – careers, applying, finance and
student life.

http://www.aimhigher.ac.uk
http://www.foundationdegree.org.uk
http://www.edexcel.org.uk
http://www.ucas.ac.uk
http://www.hero.ac.uk
http://www.connexions-direct.com


Why did you decide to train as an aircraft engineer?
My dad did this job and he is seriously enthusiastic about
everything to do with aviation, so it has rubbed off on me! He took
me to see Concorde when I was 10 and I was completely fascinated
by it. Since then, I have only wanted to work on aircraft.

Kingston is one of only a few universities where students can
work towards getting the degree at the same time as getting the
JAR66 B1 Licence. All aircraft engineers have to have this licence
and getting the degree means I can apply for more job
opportunities later on.

Did you need any qualification for the course?
Yes, ‘C’ grades in three A levels. It is useful to have subjects 
like maths and physics – I got those and French too.

What does the course involve?
It is split between the university and Norwich Airport. So far I
have been at the university and we have had lectures and work
on maths, physics, electrics and aviation legislation. We have
learnt how an aircraft functions, the different parts of it, how it
all works and flies! We have done some maintenance too and
safety procedures. Obviously, it is a very safety conscious
industry so we have to know lots about regulations and laws.

We are in the classroom all day, every day on lectures and
classroom work, which is unusual for a degree course.

The course soon moves to the airport in Norwich so we will be
doing lots more practical work. We have still got to cover a lot
of subjects including materials and hardware, maintenance
practices and human factors. 

What do you like best about it?
The way it is structured. I like going into lectures and working
with the tutors every day. There are 27 on the course and it is
very motivating to have so much contact with the tutors. They
all love aviation and are very enthusiastic.

I am glad I did maths and physics at A level as they really
prepared me for some of the work I am doing now.

Amanda Hutchinson, 18, is in the first year of a two-
year foundation degree course in Aircraft Engineering.
The course is provided jointly by Kingston University,
London and KLM UK at Norwich International Airport.

Transport

Are there any downsides?
Not really. It is lots of hard work, though. The course is
very intensive and we do not have such long holidays as
some university or college courses. For instance, the
summer break is only one month.

What will your next step be?
Well, I have still got a year and a half of my course to
complete. I have got the option of carrying on studying
for a BSc degree part-time, so I could work as well. After
that I will look around at the jobs available at the time. 
I should be well qualified to get something really good.

Working and higher education
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Tourism

What was your job before you did the HNC?
I had originally wanted to go to university when I left school,
but decided to get some work experience first working in pubs
and hotels. The trouble was I never did get to university as 
I carried on working. I was a tourist information assistant in
Arbroath and Dundee Tourist Information Centres (TIC) and
also e-commerce officer for a while.

Why did you decide to get the qualification?
I knew I needed more qualifications to move on in my 
career. The HNC in Tourism Services made sense as it was
specific to the job I was doing and could help me move into
middle management. 

What else did you have to do?
Three subjects were mandatory – TIC operations, product
knowledge and IT. There were other optional subjects from
which I had to choose three. I did stock presentation, stock
management and sustainable development of tourism. 

Tourism

What do you think about the course?
It was great. I learnt a lot and enjoyed doing it with other
people doing similar jobs from different parts of Scotland. 

Were there any difficult parts doing 
the training?
With the HNC there was a lot of reading, research and
learning and you have to be prepared to set aside the time
and recognise it can eat into your social life. It is difficult
finding the time alongside a full-time job though. Also, I
was sceptical at first and wondered if it would really make
any difference to me, but now I want to do more studying! 

However, having done all the hard work, the feeling of
achievement at the end makes it all worthwhile.

Dennis McFarlane, 29, did a part-time HNC (Higher
National Certificate) in Tourism Services to help
progress his career. He is now business development
officer for the Angus & Dundee Tourist Board.

Working in work & learning
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Ian Mayhew, 21, has just completed a year’s placement
with an engineering company while at Nottingham Trent
university as part of his four-year MPhys Applied Physics
qualification. His experience helped to open his eyes to
the world of engineering.

What made you decide to do a placement in the
first place?
Originally, I was in my first year of a physics degree course
when the idea of a year’s placement came up from the
company. I talked to my tutor who suggested I went for the
four-year degree course to accommodate the placement. 

Will it take longer than normal to graduate?
Yes it will but I thought the placement would be a valuable
experience for me and an excellent addition to my CV. 
Also, I would end up with a better degree while still being
able to study physics during my work year.

What did your placement experience involve?
I had a wide range of tasks within Micrometric, from jig
designing and making, through flow-charting the company
processes, to developing a ‘how to’ manual on laser cutting.
The technical director set me a number of projects, which 
I had running at the same time. 

What were the main differences between
being a student and working?
Apart from the money, it takes time to come to terms with
the physical working environment. Working eight hours a
day, instead of the three or four hours at university is quite
a change and I found the first few weeks a bit tiring. Also,
work is a bit less social than at university as people tend to
work and go home once they finish.

What did you learn from your placement year?
It was very useful as it gave me hands-on experience. I learnt 
a great deal about many different aspects of engineering and
went on many factory visits. This gave me a good insight into
different engineering environments. I will gain over my
contemporaries who have done a three-year course as I now
have some experience about work practices.

Did your placement help the company?
I like to think it benefited from me during the year. I set up 
a flow chart of the company’s processes which has helped
towards completing jobs quicker and easier than first
envisaged. Also, I was able to pass on to the company a 
better understanding of laser cutting from my degree course
and I helped streamline many of its computer systems
involving the pro forma invoice and stock control regimes,
which I hope has made life easier.

Engineering
Working and higher education

24

Engineering

Wo
rki

ng in work&

learning
•

SANDWICH
DEGREE



Working in work & learning

25

Other learning routes
Not everyone wants to go to college or university. Some
careers can be entered directly but it will help to get an
interview if you are taking a qualification that employers
recognise. Vocational qualifications are available in a
wide range of job sectors such as law, accounting,
administration, IT, social care and many more.
Course length, training methods and assessment differ
according to the profession. Courses may be studied at
local colleges, others taken while you are working or
through distance learning.

How do I find out about all the different
certificates and diplomas? 
Sector Skills Councils, professional and trade organisations for
different industries and types of work can provide information
on the courses they offer and where they can be studied. Also,
many courses are offered in your local college, so make
enquiries there and at your local Connexions Centre. 

What qualifications can I take?
There are many different qualifications you can take either to
help you into a job or to develop your skills once you are
employed. These include NVQs, First and National
Certificates and Diplomas and City and Guilds awards
amongst others.

What is the difference between them?
NVQs are the most common. You can build-on levels from
Level 1 (Foundation) through to Level 4 (Higher) either from
a work or college base. 

National Certificates and Diplomas are also popular
vocational courses offered at similar levels to NVQs. Many of
these courses have now been replaced by NVQs. 

Other options
There is also a range of qualifications specific to particular areas
of work. For instance, the Institute of Legal Executives (ILEX)
provides training and qualifications for different levels of work
in a solicitor’s office; the  Royal Institute of Chartered Surveyors
(RICS) covers various surveying careers; the Association of
Accounting Technicians (AAT) in accounting; the National
Council for the Training of Journalists (NCTJ) for journalists
and the Royal College of Veterinary Surgeons for veterinary
nurse training.

Access courses
Access courses are offered at many local colleges and in many
study areas from health and social sciences to technology,
computing, business and humanities. They will help when you
do not have the necessary GCSE, A level or NVQ
qualifications to study a higher education course which has
links with the content of the Access course.

TFST (Time Off for Study or Training)

Employees aged 16 or 17, who are not in full time education
and have not achieved a certain standard* in their education
or training, have the right to paid time off work to study or
train for approved qualifications. Some employees aged 18
may also have the right to complete study or training they
have already begun, which will improve future job prospects. 

*not got qualifications above NVQ Level 2.

Finding out more 

Certificates & Diplomas
• Sector Skills Councils – listed on Sector Skills

Development Agency website – i www.ssda.org.uk
• Professional and trade organisations should all have

websites to look up further information. Look in the
‘Directory of British Associations’ in your local reference
library for contact details of organisations, listed under
subject headings.

• Connexions services – check your local phone book or at
your library for the address/phone number of your nearest
Connexions service. You can also find contact details for
all Connexions services in England on the Connexions
website – i www.connexions-direct.com. The Jobs4U website
ati www.connexions-direct.com/jobs4u, produced by
Connexions, can tell you what qualifications you need for
more than 600 jobs.

National Vocational Qualifications (NVQs)
• Local colleges and other training providers for information

on NVQ subjects covered.
• Main awarding bodies who certificate NVQs – Oxford,

Cambridge & RSA Examinations Board (OCR)
i www.ocr.org.uk
City & Guilds of London Institute, i www.city-and-guilds.co.uk
Edexcel Examinations Board, i www.edexcel.org.uk

* Sector Skills Councils – as above.

Access Courses
• Local colleges for information on access courses provided.
• UCAS (Universities & Colleges Admission Service) website:
i www.ucas.ac.uk

http://www.ucas.ac.uk
http://www.edexcel.org.uk
http://www.city-and-guilds.co.uk
http://www.ocr.org.uk
http://www.connexions-direct.com/jobs4u
http://www.connexions-direct.com
http://www.ssda.org.uk


Rachel Palmer, 18, works as a museum assistant at
Bexhill Museum in East Sussex. She has just started work
on a NVQ (National Vocational Qualification) in Heritage
Care and Visitor Services.

How long have you worked at Bexhill Museum?
Nearly four years. I work here for two-and-a-half days a week
and help out at a RSPCA cattery at other times. I enjoy my
museum work and at the moment I am doing a project on a
local man, Arthur Spary, who was a healer. I am sorting
through lots of paperwork about him and old letters sent by
people wanting him to heal them or their relatives.

Why did you start the NVQ?
I did not get any qualifications when I left school, so it
seemed sensible to start to get some – especially when the
opportunity arose. The NVQ is very relevant to my job and
my assessor is the curator here, so I see him regularly which
really helps to start getting work together for my portfolio.

I did not need any qualifications to do the NVQ, just to be
doing museum work already so I could cover all the subjects.

How much work do you have to put into 
your portfolio?
There are five units involved with this NVQ which we all
have to do, on subjects like security of exhibits, emergency
procedures and helping visitors. I have to do a further two
optional units from a list of nine areas. I help putting together
the displays in the museum, and that is covered by one of the
optional subjects. I have not chosen the other yet.

I have to provide information and evidence on involvement
for each of the subject areas. For some of the work I have to
put together reports or case studies. My assessor watches me
do certain jobs – like sorting the paperwork for my project or
putting fossils into conservation bags – and writes an
observation report on what I am doing.

Do you prefer doing an NVQ, rather than a
formal exam?
It is more flexible than doing exams and I am dyslexic, so
they are difficult for me. Also, it means that I can work on
my portfolio with my assessor at my own pace. It is good to
work with two other people here who are doing the same
NVQ too. We can talk about it together and write up witness
reports if we see each other doing a specific job or dealing
with someone really well.

Are there any difficult parts?
The paperwork you have to fill in is quite daunting at first;
also reading the units and making sure you know exactly
what is needed from you. But this is where your assessor
helps and it is not so bad once you have made a start and 
got used to it all.

It can be a bit off-putting to be observed doing a job too, but
it is good when you get a report on what you have done for
your portfolio!

What do you want to do in the future?
I really want to be a field archaeologist. I went to York
recently and talked to people working on the dig, it was so
interesting. You need a mixture of practical experience and
qualifications. I hope doing the Heritage Care NVQ will be 
a good stepping stone.

Museum
assistant

Other learning routes
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Airline customer services agent

Colin Humphreys, 22, is halfway through an evening
Access Course in Humanities & Social Science at
Oaklands College, Welwyn Garden City. He works for
Easyjet at Luton Airport.

How much time does the course take up?
I am at college two evenings a week. There is lots of research
to do and writing up assignments and reports in my own time,
so it is quite time-consuming, especially as I work full-time.
The course lasts nine months.

What sort of things do you do at college?
Mainly classroom work, lectures and tutorials. My course is
made up of maths, IT, history and psychology, but other
people have a different mix of subjects, so classes differ in size
from about ten to thirty. We sometimes go on field trips too.
The most recent was for history, to the Imperial War Museum
in London, which was very interesting.

How about the assignments you mentioned?
I have to do eleven assignments altogether, including four each
in history and psychology. There is lots of research to do on
each subject before writing it all up. At the moment, I am
working on an assignment on The Treaty of Versailles, which I
have three weeks to complete! There is also a classroom exam
in history and psychology towards the end of the course.

I have almost finished the maths and IT work. It is at a lower
level, Level 2, and is mainly taught in the classroom.

Airline
customer
services
agent

Why did you decide to do an Access course?
I have worked at Easyjet for five years, starting in baggage
handling, then customer service and the sales desk. I want
to go into higher education, to take a degree if I can, and
the course is a stepping stone towards this.

It took me a while to find a course that fitted in with my
job. No specific qualifications were needed, and most
people applying have been working for a while but want 
to continue their education. There is an interview and
assessment of your current skills and qualifications. Some
people have to do a maths or English test, but I got on to
the course straight from the assessment. 

Are there any difficult parts?
Not many, but fitting in the research and writing work at
home, between college lessons and working takes a bit of
juggling. I have had to learn to be very self-motivated,
especially with assignments where we are just given a brief on
what has to be done and then get on with it.

What do you like best?
I like the idea of being able to select subjects to make up my
own course. History is my favourite; it is really interesting.
The college is good, quite informal, and the tutors are helpful.
If you are struggling with a subject you can sign up for
learning support. I would advise anyone who thinks they
might struggle to do that in advance. It gives you the best
chance of doing well.

For me, it is a means to an end. I want to do a degree and
progress in work in the leisure field and my experience with
the airline should help a lot too.

Working in work & learning
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Anneka Bradley, is 18 and
studying for a Diploma in
child care at North
Warwickshire and Hinckley
College, Nuneaton. She
previously achieved the

certificate in child care and is now more than half way
through her diploma course.

Why did you want to train in child care?
I have always wanted to work with children. I did some work
experience at the local Montessori nursery when I was at
school and really enjoyed it. I am used to being with children
as I have younger brothers at home and other small children
in the family!

What qualifications do you need for the 
Diploma course?
You need three GCSE ‘C’ grades including English to get onto
the diploma course directly. Another entry route is getting the
certificate in child care first. 

The certificate qualifies you to be an assistant in a job, but not
to be left alone with children. The diploma is more in-depth
and is the full child care qualification. I want to get this as it
provides a better choice of jobs with more responsibility.

What is involved with the course?
It is a mixture of assignments and work placements. I have to
do 12 assignments on different areas of the work. Before an
assignment, there is a month of lectures, then two to three
weeks to complete the assignment and hand in my report for
marking by the tutors. Sometimes an assignment is sent away
to be marked by an outside diploma course verifier too.

I have recently done assignments on babies and on working 
with parents.

The work placements are in a mix of different organisations, to
get a good coverage of age groups. I have been to two schools,
a nursery for two to three-years-old and a baby place. I do
prefer them at these ages, although it is hard work all day!

What do you hope to do next?
I have been doing cover for staff at a local nursery, so
there might be a job there when I have got my diploma.
But I am already looking around at other places too and
comparing them. I have been to quite a few nurseries to
see how they do things and they are all quite different.

Are there any downsides to the course?
Keeping track of all the work can be taxing because you are
doing assignments and work placements at the same time.
Even with the work placements, we have to set five objectives
and three activities for each and then write up a report. When
you are working on assignments too, there is so much work to
get done.

What about the best parts?
Being treated as an adult and learning so much about a
subject I am really interested in. The tutors are very good 
and I think the course is brilliant.

Care
assistant

Other learning routes

28

Care assistant

Wo
rk

ing in work&
learning•

DIPLOMA



Horticulture

Horticulture

What did you like about the BTEC course?
It was brilliant. Apart from the technical aspects it included a
small business module which was enormously helpful. There
were about 15 on the course and, apart from helping each
other on the day, we all made useful contacts.

Were there any downsides with training?
At the time I seemed to be either working or learning – it did
not leave much time for any recreation or myself. Also, there
was about 12 hours a week of personal study I needed to do
during the week outside of college.

How do you organise on-going training while
running your own business?
It takes a bit of juggling but during the winter it is a bit easier
as things in the garden stop growing – the work is mostly
tidying up and pruning. During this time I have taken a few
short courses at the local horticultural college.

For instance, I have just completed a garden design course.
Last winter, I did a landscape construction course which
involved new techniques with fencing, paving, walls, water
and paving features.

What are the benefits of this?
Well, the courses tend to be held either in the afternoon or
early evenings, so the time does not really eat into my
working – and earning – day. The success of TV gardening
programmes mean that customers want more than just garden
maintenance. Although the bulk of my work involves pruning,
planting and lawn-mowing, I am getting more work from
people wanting me to restyle their garden or put in fancy
paving, decking and water features.

Working in work & learning
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Cathy Hill, 25, runs her own garden services business but
still finds time to further her skills through part-time
training courses. She completed a two-year BTEC National
Certificate in professional horticulture and recently started
a garden design course to give her the confidence to offer
a garden makeover service to her clients. 

How did you become a gardener?
I left school at 16 with four GCSEs in mathematics, design
and technology, geography and French. I was always
interested in gardening and used to help my parents on their
allotment. I had a Saturday job working at a local garden
centre. When I left school I was offered a job full-time
working at the centre.

What did this involve?
It was not just selling plants at the till. During the week I was
involved in looking after all the plant stock. We grow some of
the plants ourselves, although most were delivered twice a
week from a plant supplier. The company did operate a
Modern Apprenticeship training programme which included
NVQs but this was more geared towards retail management. 

How did you set up your own business?
The centre ran a garden service, which involved garden design,
maintenance and landscaping, and it was this area I was more
interested in. Once I completed my training I decided I much
preferred working in the open than managing or retailing at a
garden centre.

I joined a small local company offering gardening services
and, recently, took over the business when the original owner
emigrated to set up a similar business in Australia.

Why did you continue your training?
I decided I needed to get more knowledge and qualifications to
run a commercial business so I applied to do a part-time BTEC
National Certificate in Horticulture. This was over two years,
part-time and involved one-day a week at the local college. 

It was hard work and involved a lot of organisation
because I was trying to run a business and learn at the same
time. I did a lot of work in the evenings. 
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Feedback

We welcome feedback on Working in work and learning. If you have any

thoughts on the information in this booklet, or how it’s presented, please

contact VT Careers Management at vtcmpublications@vtis.com.

We would like to thank everyone who helped to arrange the case studies

for Working in work experience and volunteering.
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