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POLICY STATEMENT 

Accipio Limited is an approved training provider that provides vocational training and 
qualifications for our local communities. We believe that engaging and working in partnership 
with the employer in their employees learning and development assists the learners in their 
learning journey and ensures that their training and development is fit for purpose and is an 
important component in learners’ attainment of their goals. 

PURPOSE 

The purpose of this policy is to set out our commitment to engage employers in their 
employees training and development and to keep them informed on their progress and 
development. 

SCOPE 

This policy covers all vocational curriculum offered by Accipio Limited, including 
apprenticeships, vocational qualifications, functional skills, short courses and specialist 
subjects at award and certificate level. 

All employees involved in the delivery of vocational qualifications and training. 

ROLES AND RESPONSIBILITIES 

Accipio is responsible for ensuring that employers are engaged in their employees learning 
and development and learning journey. 

Manager’s Responsibility  

 
The Managing Director is responsible for ensuring that a copy of this document is available to 
all employees and that the policy and procedures are reviewed annually. 
 
The Delivery and Assurance Manager is responsible for ensuring the adherence of this policy 
by all employees. The Delivery and Assurance Manager is also responsible for ensuring the 
policy is available to employers and learners. The Delivery and Assurance Manager is also 
responsible for supporting the Direct Delivery Team (Tutors/Assessors). 

The management team are responsible for providing employers with bi-monthly reports, 
carrying out quarterly meetings and ensuring yearly questionnaires are completed. 

Assessors/Tutors 

Assessors are responsible for involving employers (or their representatives) in progress 
reviews and maintaining good working relationships with learner workplace mentors. 
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Individual’s Responsibility  

 
Individual employees are required to act in accordance with the policy, to enable employer 
engagement. Failure to do so may be considered as an act of misconduct and may result in 
disciplinary action. 

 

POLICY IMPLEMENTATION – PROCEDURES 

Accipio Limited will engage and work in partnership with employers through: 

Marketing & Employer Communication Processes 

• Marketing our service offer to potential partner employers. 

• Making partner employers aware of new training and development opportunities for 
their employees. 

• Providing bi-monthly reports of learner progress. 

• Inviting employers to take part in quarterly ‘Keep in touch’ meetings (dependant on 
employer needs – may be more often). 

• Measuring employer satisfaction through yearly employer surveys. 

• Offering training packages which respect the needs of the business as a whole and 
impact positively on the business 

• Handling enquiries promptly and efficiently and reviewing standards of customer service 
regularly 

• Managing and maintaining a data base of employer contacts 

 

Management Processes 

• Providing high quality assessors and trainers through robust recruitment and selection 
and training and development processes. 

• Acting promptly to respond to feedback and/or complaints in order to improve services 

• Continuing to evolve and improve the training offer, offering teaching and learning 
strategies which motivate, stimulate and encourage the learners as well as meeting the 
employer’s requirements 

• Building bespoke training courses to meet the needs of partner employers. 

• Keeping up to date with government policy and advice, External Quality Assurance 
Agency, Sector Skills guidance; awarding bodies and qualification frameworks and 
Informing partner employers of changes relevant to their business 

See also Complaints Policy  

Delivery Processes 

• Working with employer mentors 

• Engaging employers in optional unit choices to ensure the needs of the business are 
met. 
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• Completing 8 weekly progress reviews with learners and their line managers 

• Setting SMART targets and performance indicators which measure and monitor success 
and lead to an improving trend. 

See also Assessment Policy 

Quality Assurance Processes 

• Completing robust Internal Quality Assurance processes to ensure quality of delivery 

• Regular performance reviews and observations of the people delivering training 
solutions 

• Regular review and development of the resources available for training. 

See also Quality Policy 
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