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1.0 Introduction 

Aspiration Training is committed to ensuring a fair and supported opportunity for learners to enrol onto and achieve 

their chosen programme of study to the highest standard possible. 

Team members and employers are expected to maintain and promote a fair and consistent approach to recruiting with 

integrity across all programmes delivered by Aspiration Training.

2.0 Policy intent

Throughout the whole learner journey stakeholders must be aware of, and commit to, the high standards and 

expectations held by Aspiration Training. The purpose of this policy is to provide clarity on entry criteria and what is 

meant by ‘recruiting with integrity’, and the entry criteria expectations to support the Aspiration Training team members 

and employers working to make the best choices regarding learning and training decisions. 

3.0 Scope of policy

This policy applies to all learners completing learning with Aspiration Training. This policy and procedure cannot be 

viewed in isolation and must be read in conjunction with the following documents and policies: 

 » Ofsted Education Inspection Framework (2019)

 » Estyn Common Inspection Framework (2017)

 » ATL Additional Learning Support (ALS) Policy 

 » ATL Careers Education, Information, Advice and Guidance (CEIAG) Policy

 » ATL Equal Opportunities, Diversity, and Inclusion Policy 

 » ATL Initial Assessment Policy and Procedure 

 » ATL Managing Learners-At-risk Policy

 » ATL Quality Strategy

 » ATL Recognition of Prior Learning (RPL) Policy and Procedure 

 » ATL Teaching and Learning Policy

https://www.gov.uk/government/publications/education-inspection-framework/education-inspection-framework
https://www.estyn.gov.wales/system/files/2022-01/Guidance%2520handbook%2520for%2520the%2520inspection%2520of%2520WBL%2520providers%2520-%25202019.pdf
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4.0 Impact on the learner

The implementation of this policy will ensure learners are recruited according to their capabilities and goals, whilst 

providing sufficient opportunities to stretch and challenge them. Learners will be enrolled onto the most appropriate 

programme, with the right role, at the appropriate level and with a support plan in place if required, providing them with 

the best possible opportunities to succeed. 

5.0 Recruiting with integrity

Aspiration Training recognises that it is critical for the learner recruitment and enrolment process to take all necessary 

steps to ensure the right learners are enrolled onto the right programme, with the right employer (where appropriate), at 

the right time for them. 

Potential learners and employers (where appropriate) are engaged in conversations from the outset regarding 

the expectations and responsibilities involved, the commitment required and the support available for successful 

achievement of a programme. For apprenticeships, learners that are placed into new roles with employers receive 

a contract of employment prior to / at enrolment. Checks are completed on existing employees being placed on an 

apprenticeship to confirm that contracts are in place. 

All potential learners are given clear information on:

 » Entry Criteria

 » Teaching and assessment methods (inclusive of workshop attendance)

 » Modules within their chosen programme (including Functional Skills / Essential Skills where appropriate)

 » Insight into their chosen sector (if recruited into a new role)

 » Progression routes / Career paths 

Initial assessments and skill scans are completed prior to enrolment to ensure learners are at the right level for the 

chosen programme opportunities. This includes assessing prior levels of knowledge and qualifications to ensure the 

chosen programme offers substantial opportunities to gain new learning.

Robust conversations around inclusion and learning needs are conducted throughout enrolment to ensure any support 

needs the learner has can be accommodated before the enrolment is finalised. 
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6.0 Entry Criteria

To support ensuring learners are recruited with integrity and consistency, and given the best possible opportunity to 

achieve, clear entry criteria has been agreed for all programmes and is included within programme literature and in 

Appendix A (England) and Appendix B (Wales). 

6.1 Initial Assessment 
Every learner enrolled onto a programme completes an initial assessment in both literacy and numeracy. Learners 

must demonstrate that they are currently working at a level of no more than 2 below the level of their chosen 

programme. For example, if a potential learner is applying for a Level 2 programme, their literacy and numeracy 

assessments must show them to be working towards Level 1.

To ensure that the initial assessments accurately reflect a learner’s ability they must be undertaken alone and without 

any assistance from others. A learner may only sit an initial assessment twice for a particular programme of study, 

unless or until they are able to demonstrate that they have undertaken additional learning to improve their levels 

of ability. In exceptional circumstances a learner may be permitted to undertake an initial assessment a third time, 

however, this must be with the written permission of the Head of Functional Skills and Learning Support, or Quality and 

Compliance Director or Managing Director in their absence. A response must be provided within 5-working days.

The 3rd assessment, if agreed, must be invigilated by an Aspiration Training team member and recorded to ensure the 

authenticity of the outcome. The names of potential invigilators and time slots to complete will be provided by the Head 

of Functional Skills and Learning Support.

Where learners are unable to demonstrate that they are working at a level which is within 2 levels of their chosen 

programme, they are signposted to a programme more suitable to their level of ability. Aspiration Training will work with 

learners, or signpost them to an alternative provider, where they can work to improve their skill level to the standard 

required for their chosen programme.

However, if a learner’s highest initial assessment score is showing them to be working towards Entry Level 3 the learner 

should undertake a diagnostic assessment.  The results of this must show that the learner is working at a minimum of 

70% at Entry Level 3.

Following the results of this diagnostic assessment, the decision as to the suitability of a prospective learner to a 

training programme by the Head of Functional Skills and Learning Support is final.

6.2 Contract of employment (apprenticeships only)
All learners signing up to an apprenticeship with Aspiration Training must have a clear and full contract of employment, 

which covers at least the full planned practical and gateway / EPA (End Point Assessments) periods, and includes: 

 » Confirmation of salary

 » Confirmation of weekly working hours 

 » Confirmation of whether the learner is full or part time

 » Confirmation of annual leave entitlement



4Aspiration Training Ltd  |  Learner Recruitment Policy

7.0 Responsibilities

7.1 Board of Directors
 » Ensuring Aspiration Training is fully compliant with legal and funding body requirements 

 » Ensuring effective implementation of this policy 

 » Ensuring this policy is reviewed on a regular basis 

7.2 Head of Functional Skills and Learning Support
 »  Ensuring any ‘exceptional circumstances’ initial assessment referrals are responded to within 5-working days

 »  In cases where it is agreed that a 3rd initial assessment may take place to provide at least 3 potential assessment 

slots, with identified invigilators, to take place within 5-working days of referral.

 »  To identify and communicate to the management team the name and contact details of any person undertaking 

the above actions in periods of absence

7.3 Managers
 » Ensuring this policy is fully supported by their team

 » Ensuring that all team members are aware of this policy and receive adequate training to ensure its implementation 

7.4 Aspiration Training Team 
 » Ensuring that they are familiar with the contents of this policy

 » Ensuring that they identify any training or support needs to ensure they are able to implement this policy

 » Ensure that any actual or suspected transgressions of this policy are reported in writing to the  

Managing Director / Director of Quality and Compliance within one working day
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8.0 Communication

This policy is available on the Aspiration Training website and may be provided in hard copy upon request.   

This policy will be made available in Welsh on request. 

9.0 Monitoring and review processes

This policy will be reviewed on an annual basis, or when statutory guidance changes, to ensure it continues to  

meet the needs of the organisation and its stakeholders. The review will be conducted by the Operational Board. 

10.0 Contact Details

Wales 

Neil Tamplin  
Managing Director, Aspiration Training Wales 

First Floor, Building Two, Eastern Business Park,  

St Mellons, Cardiff CF3 5EA 

Email: ntamplin@aspirationtraining.com 

Tel.: 02921 175352  

England 

Mike Jones  
Managing Director, Aspiration Training England 

Fourth Floor, Grosvenor House, Prospect Hill,  

Redditch, B97 4DL 

Email: mjones@aspirationtraining.com 

Tel.: 01527 359646
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Appendix A

Entry Criteria for programmes at Aspiration Training (England)
Please note that for some courses there may be additional funding eligibility requirements. These requirements are set 

by the relevant funding agency and may be subject to change on annual basis. If applicable, these will be discussed 

on application.

Level 1 Traineeship programme requirements:

Age
Relevant prior 
qualification

English 
qualification 
/ assessment 
outcome

Maths 
qualification 
/ assessment 
outcome

In employment
Eligible to work 
in England

16-24* Not required Not required Not required

Not required  

but must be <16 

hours per week.

Yes

*16-25 with an Education, Health and Care Plan (EHCP) 

No other full-time education or training can be undertaken alongside a traineeship.

Level 1 Sector-based Work Academy programme (SWAP) requirements:

Age
Relevant prior 
qualification

English 
qualification 
/ assessment 
outcome

Maths 
qualification 
/ assessment 
outcome

In employment
Eligible to work 
in England

18+ Not required Not required Not required No Yes



7Aspiration Training Ltd  |  Learner Recruitment Policy

Level 2 Apprenticeship programme requirements:

Age
Relevant prior 
qualification

English 
qualification 
/ assessment 
outcome

Maths 
qualification 
/ assessment 
outcome

In employment
Eligible to work 
in England

16+ Not required
Minimum Entry  

3 level required

Minimum Entry  

3 level required
Yes Yes

No other full-time education or training can be undertaken alongside an apprenticeship.

Level 3 Apprenticeship programme requirements (excluding Dental Nursing):

Age
Relevant prior 
qualification

English 
qualification 
/ assessment 
outcome

Maths 
qualification 
/ assessment 
outcome

In employment
Eligible to work 
in England

16+

 » Level 2 in 

relevant sector

 » significant 

experience in 

relevant sector

Minimum  

Level 1 required

Minimum  

Level 1 required
Yes Yes

No other full-time education or training can be undertaken alongside an apprenticeship.

Level 3 Apprenticeship Dental Nursing programme requirements:

Age
Relevant prior 
qualification

English 
qualification 
/ assessment 
outcome

Maths 
qualification 
/ assessment 
outcome

In employment
Eligible to work 
in England

16+ Not required
Minimum  

Level 1 required

Minimum  

Level 1 required
Yes Yes

No other full-time education or training can be undertaken alongside an apprenticeship.
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Level 4 / Level 5 Apprenticeship programme requirements:

Age
Relevant prior 
qualification

English 
qualification 
/ assessment 
outcome

Maths 
qualification 
/ assessment 
outcome

In employment
Eligible to work 
in England

16+

 » Level 3 in 

relevant sector

 » significant 

experience in 

relevant sector

Minimum  

Level 2 required

Minimum  

Level 2 required
Yes Yes

No other full-time education or training can be undertaken alongside an apprenticeship.

Distance Learning programme requirements:

Age
Relevant prior 
qualification

English 
qualification 
/ assessment 
outcome

Maths 
qualification 
/ assessment 
outcome

In employment
Eligible to work 
in England

16+ Not required Not required Not required No Yes
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Appendix B 

Entry Criteria for programmes at Aspiration Training (Wales) 
Please note that for some courses there may be additional funding eligibility requirements.  These requirements are set 

by the Welsh Government and the European Social Fund and may be subject to change on annual basis.  If applicable, 

these will be discussed on application. 

No other full-time education or training can be undertaken alongside a Traineeship, Apprenticeship or  

Higher Apprenticeship. 

Level 1 Traineeship programme requirements: 

Age 
Relevant prior 
qualification? 

English 
qualification? 

Maths 
qualification? 

In 
employment? 

Eligible to work 
in Wales? 

16-18 Not required Not required Not required No Yes 

Level 2 Apprenticeship programme requirements: 

Age 
Relevant prior 
qualification? 

English 
qualification? 

Maths 
qualification? 

In 
employment? 

Eligible to 
work in 
Wales? 

 » 16+

 » Health  

and Social  

Care 18+ 

Not required
Minimum Entry 

level required

Minimum Entry 

level required 
Yes Yes 
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Level 3 Apprenticeship programme requirements: 

Age 
Relevant prior 
qualification? 

English 
qualification? 

Maths 
qualification?

In 
employment?

Eligible to 
work in 
Wales?

 » 16+ 

 » Health  

and Social 

Care 18+

 » Level 2 in  

relevant sector

 » significant 

experience in 

relevant sector

 » Must be in 

correct Job Role

Minimum  

Level 1 required

Minimum  

Level 1 required
Yes Yes 

Level 4 Higher Apprenticeship programme requirements: 

 Age 
Relevant prior 
qualification? 

English 
qualification? 

Maths 
qualification? 

In 
employment? 

Eligible to 
work in 
Wales? 

18+

 » Level 3 in  

relevant sector

 » significant experience 

in relevant sector

 » Must be in  

correct Job Role

Minimum  

Level 2 required

Minimum  

Level 2 required
Yes Yes 

Level 5 Higher Apprenticeship programme requirements: 

Age 
Relevant prior 
qualification? 

English 
qualification? 

Maths 
qualification? 

In 
employment?

Eligible to 
work in 
Wales? 

18+

 » Level 4 in  

relevant sector

 » significant experience 

in relevant sector

 » Must be in a 

strategic role  

Minimum  

Level 2 required 

Minimum  

Level 2 required 
Yes Yes
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