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DHA is an independent learning provider 
delivering apprenticeships in Health & Social 
Care, Child Care, and Professional Services. 
DHA are proud to be part of CareTech 
Community Services family, a specialist 
provider of Child and Adult care services across 
the UK.

DHA provide a wide range of services to the 
sector that range from health and social care, 
adult social care, children and young people, 
leadership & management through the delivery 
of apprenticeship standards and Skills For Care 
Endorsed courses. DHA are registered to offer 
qualifications with City & Guilds, TQUK, Institute 
for Leadership & Management and Pearson. DHA 
is accredited by Skills for Care as an Endorsed 
Provider of care training and qualifications.

DHA supports employers to attract, retain and 
develop people who can contribute to their 
business.

We are proud to offer apprentices access to 
a professional and confidential employee 
assistance programme (EAP), Health Assured. 
Health Assured is the UK and Ireland’s largest 
independent and award-winning employee 
assistance programme (EAP) provider. Every day, 
we offer specialist support to over 15 million 
lives. Voted best workplace wellbeing provider 
for four years running. Our EAP is ready 24/7, 
365 helplines to give compassionate support 
to your people, whatever challenges they face, 
with calls answered by experienced in-house 
counsellors, legal and financial specialists.

DHA takes the health, safety and wellbeing of 
its staff and customers seriously, led by our 
experienced designated safeguarding team. 
Many of our staff are trained as Mental Health 
First Aiders (MHFA) to offer support, guidance 
and referral to apprentices and employers.

DHA
OVERVIEW
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•	 Apprenticeship Standards have been 
developed with and for employers 
to develop the knowledge, skills and 
behaviours that meet the current and 
changing needs of business

•	 Apprenticeships combine practical work-
based training with study, to enhance 
development of both new starters and 
existing workforce.

•	 Be allocated, usually one study day 
a week, either at work, college or a 
training centre which should equate to 
the minimum amount of 20% off the 
job training, which is the government 
requirement.

•	 As part of the apprenticeship standard 
they may also study towards a knowledge 
qualification(s) in addition to competency 
elements, which would be completed in 
conjunction with their trainer to support 
the assessment of their practical skills 
within the workplace. Includes a maths 
and English qualification to the required 
level where not exempt.

•	 Apprenticeship Standard certifications 
are awarded to the apprentice after they 
have successfully completed an End 
Point Assessment (EPA) carried out by an 
external independent assessor.

What is an Apprenticeship?

An apprenticeship is a job with a formal programme of training.

There are many different apprenticeships to choose from, whether at the start of a career, wanting 
to change career direction, or returning to work after a break. Apprenticeships are designed to 
get you ‘job ready’ for the role. Apprenticeships can take between one and six years to complete, 
depending on the type of apprenticeship, the level and previous qualifications and experience.

•	 An apprenticeship is a fantastic 
opportunity to earn while they learn 
which helps them to progress in their 
working life.

•	 It is a real job, with hands-on experience 
and a salary.

•	 Be treated as an employee, with a 
contract of employment and holiday 
entitlement.

•	 Be age 16 or over and spend at least 
50% of working hours in England (for the 
duration of the apprenticeship and not in 
full-time education)

•	 Gain technical work experience which 
provides the skills that many other young 
people will still have to develop, giving 
them an excellent start to their career.

Skills

Behaviours

Knowledge
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20% is a large proportion of the working week. 
Employers who are using apprenticeships 
to upskill their existing staff will lose a fully 
productive member of their team for a whole 
day a week. DHA will guide and support you 
at the recruitment stage and throughout the 
duration of the apprenticeship to ensure you are 
able to fulfil the 20% off the job and can commit 
to delivering and mentoring 80% on the job in 
the workplace.

The 20% off-the-job training is calculated using 
the apprentice’s contracted employment hours 
across their whole apprenticeship – equivalent 
to one day per working week. Its worth noting 
that there is not a ‘one size fits all’ on and off 

20% off-the-job training v on-the-job training

As a mentor/employer, it is important to 
consider how you will evidence what your 
apprentice can do as a result of their training and 
experience on the apprenticeship programme 
i.e. what they were unable to do or know before. 
In simple terms, the variety and relevance of 
learning experiences your apprentice will be 
exposed to in order to successfully meet the 
requirements of their apprenticeship. DHA want 
your apprentice to showcase their skills and 
understanding at end point assessment.

The diagram below shows examples of what 
does and does not count towards off the job.

“Off-the-job training is a 
statutory requirement for an 
English apprenticeship. It is 
training which is received by 
the apprentice, during the 
apprentice’s normal working 
hours, for the purpose of 
achieving the knowledge, skills 
and behaviours of the approved 
apprenticeship referenced in the 
apprenticeship agreement. By 
normal working hours we mean 
paid hours excluding overtime.

“It is not on-the-job training 
which is training received by the 
apprentice for the sole purpose 
of enabling the apprentice to 
perform the work for which 
they have been employed. 
By this we mean training that 
does not specifically link to the 
knowledge, skills and behaviours 
set out in the apprenticeship.”

The definition of ‘off-the-job training’ is set out in the ESFA (Education and Skills Funding Agency) 
apprenticeship funding rules:

the job model. Simply, it is about having a clear 
starting point recognising the apprentices’ 
prior learning and experience, the job role they 
are being trained for and the business need 
to successfully meet the requirements of the 
apprenticeship standard.

Agreeing a training plan at the start and 
reviewing regularly is important to be able 
to demonstrate how, what and when the 
apprentice will achieve.

Off the Job Training

Training
20%

Working
80%
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Is the name given to a series of tests an apprentice must undertake to prove their ability to do the job 
they have been trained for. These tests take place at the end of an apprenticeship following a period 
of training and development often referred to as the ‘on-programme’ period. EPA is carried out 
by an external Independent Assessment Organisation (EPAO) Dependent upon the Apprenticeship 
being undertaken, the apprentice will be assessed in a variety of ways including:

 End Point Assessment (EPA)

It is the role of the employer/mentor to work closely with the EPAO and trainer to effectively prepare 
the apprentice for EPA within the workplace. The trainer and EPAO will provide ongoing guidance 
and support to the mentor to ensure they fully understand the apprenticeship standard and how the 
criteria can be met. The Independent Assessor will make the final judgement as to whether you have 
fully met the requirements of the Standard and the grade achieved.

Professional discussions Situational judgment tests Competency based interviews

CPD

End Point 
Assessment

Knowledge 
Skills 

Behaviours

Coaching & 
Mentoring

20% off-
the-job

Confidence 
Building

Rehearsal 
& 

Reflection

Start with the end in mind

Early planning + through preparation = successful EPA outcome
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Benefits of mentoring
Mentoring will benefit the mentee, mentor and 
the organisation in the following ways:

The Mentee

•	 Improved well-being and performance

•	 Access to a sounding board

•	 Someone to talk to and ask questions

•	 Access to meaningful role models (learn from 
their knowledge, skills and behaviours)

•	 Support and encouragement

•	 Someone, other than their supervisor/line 
manager, to ask questions of

•	 Help with career planning

•	 Evidence of company commitment to 
apprenticeships

•	 Gain practical advice, encouragement and 
support

•	 Increase your social and academic confidence

•	 Become more empowered to make decisions

•	 Develop your communication, study and 
personal skills.

•	 Develop strategies for dealing with both 
personal and academic issues

The Mentor

•	 Skills development

•	 Chance to give something back

•	 Get to meet new people within the 
organisation

•	 New challenge and sense of purpose

•	 Rewarding and enjoyable

•	 Feeling of value

•	 Personal development

•	 Improve communication and personal skills

•	 Develop leadership and management qualities

•	 Reinforce own study skills and knowledge of 
your subject(s)

•	 Increase confidence and motivation

•	 Enhance CV

The Organisation

•	 Demonstrates commitment to developing the 
skills of their staff and to the apprenticeship or 
Industrial

•	 Placement programme

•	 Higher levels of staff retention

•	 More motivated and skilled workforce

•	 Networking of staff improves communication

•	 Volunteering opportunity

Mentoring models of good practice

What is mentoring?
Mentoring is many things to people; usually the support of a more experienced person (the mentor) 
to a less experienced person (the mentee). As a mentor you can share your experiences, knowledge 
and skills with your mentee in a safe environment or signpost them to other developmental 
opportunities open to them. The mentors aim should be to empower their mentee to make their 
own decisions and become independent.

A mentor should not be expected to make decisions for the mentee or undertake the task, nor 
take on line manager duties (unless the mentor is also the line manager!). Mentoring should not 
include dealing with personal issues except in rare instances where these might impact on their 
progress and the mentee’s abilities at work. Issues or concerns should be raised with your allocated 
DHA trainer or immediate line manager. Mentoring should be non-judgemental and over time a 
professional, trusting rapport will be built. The mentee will gain enough confidence to adopt new 
skills and knowledge and try new tasks for themselves some of which may have been learnt from 
their mentor.
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What is my role as a mentor?

There are a range of roles that a mentor might adopt to best support the mentee in their mentoring 
meetings. These range from being directive i.e. where the mentor takes the lead and possibly 
even tells the mentee the best direction or option to take, to non-directive where the mentee is 
empowered to make decisions and take actions.

Learning/
Challenging

Directive

Mentor 
Roles

Nuturing
Non-

directive
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Directive

This might be appropriate 
where the mentee lacks 
confidence and requires 
more direct intervention, 
or guidance. As the main 
aim is to make the mentee 
independent, a mentor must 
ensure that they do not 
over-play this role and try to 
move to other less directive 
roles at the earliest possible 
opportunity.

Non-Directive

These behaviours/roles 
might include allowing the 
mentee the reflective space 
to think through their own 
problem and reach their 
own solution through the 
good listening skills of a 
mentor.

Nuturing

This role is where the 
mentee may need 
emotional support or 
guidance, for example, 
where they are unable to 
move forward and need 
support in understanding 
what is holding them back. 
Through good questioning 
skills, the mentor can help 
them to realise barriers to 
progression.

Learning / Challenging

Roles might include being a sounding board for the mentee and asking challenging questions, 
and they may also involve performance coaching (directive/learning).

Theory based on the David Clutterbuck model:

Stages of the mentoring relationship

Plan

Find out a little about your mentee 
beforehand. Allow a little longer for your first 
meeting to allow you time to build rapport, 
and to start to understand the objectives of 
the mentoring relationship. The initial meeting 
might take 1-1.5 hours and subsequent 
meetings between 45-60 minutes depending 
on what is being discussed.

Rapport

Build and develop a mutual relationship. 
Building rapport is usually a quick process and 
helps to build trust between the mentor and 
mentee.

Explore

Listen, question and constructively challenge 
your mentee. Agree objectives of the 
mentoring relationship.

Feedback

Ensure that feedback is timely, positive and 
constructive, and that feedback is given both 
ways. Record appropriately.

Action

Regularly review progress against the agreed 
objectives. Meetings should be held regularly 
to maintain momentum.

Build on your experiences

Learn from your mentee in a safe space. 
You may find that you improve your 
communications skills, which can be 
helpful when dealing with your own team/
department.
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At the beginning of the mentoring relationship 
mentors need to build rapport with their mentee. 
This helps to build trust. However, do not rush it 
as it is a vital stage in the process of mentoring.

Along with the building rapport stage the mentor 
should also discuss what the objectives of the 
mentoring relationship are to be. These will 
provide the focus to the relationship and be the 
main subject of all discussions. Sometimes an 
objective, especially a long term one, can appear 
to be off-putting in the early stages, so it is 
helpful to break it down into more manageable 
tasks. As with any objectives or goals, they will 
need to be reviewed regularly to ensure they are 
still valid.

To ensure that all meetings are effective, it is 
useful to build a mentoring agreement setting 
out the expectations of the relationship. Areas 
for discussion might include:

•	 Contact details

•	 Deciding a time and a place

•	 Responsibilities to one another

•	 Respecting and valuing each other’s viewpoint

•	 Open and honest conversations and feedback 
(ensure that conversations are constructive!)

The Three Stage Model

This model shows what happens in a mentoring relationship i.e. starting with finding out about each 
other and building rapport, then moving into the objective setting, and finally the actions and review 
required to achieve them.

It can also be used as a process for each mentoring meeting. You can start each meeting by building 
rapport again and finding out what has happened since you last met. The discussion may bring to 
light any new learning or development of the mentee’s knowledge/skills, and then an agreement of 
what is to be done before your next meeting.

Winding up the mentoring relationship

All mentoring relationships eventually end. This might be after a few insightful mentoring meetings 
which have given the mentee enough support to move forward independently, or it may last several 
months or years. Usually a relationship ends when the mentees objectives have been achieved, or 
when the mentee moves on to another mentor who can support them with a new set of objectives.

It is essential that you both discuss the winding down of your mentoring relationship, and this is best 
achieved within an actual mentoring meeting. Mentors should review what you have both learned 
and celebrate successes. You might wish to stay in touch with each other but more as colleagues 
than in the mentor / mentee relationship. You may even suggest that the mentee reflects on 
whether they should look for another mentor to continue their development.

Mentoring Skills and Processes

Exploration
New

Understanding
Action 

Planning
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DHA works in partnership with work-based learning organisations and partners to support ways 
that best safeguard the interests of young people and vulnerable adults. DHA fully recognises its 
responsibilities for child protection and this policy is produced in conjunction with ‘Every Child 
Matters’ and “Working Together to Safeguard Children (2015) to (2018).

Safeguarding is the action that is taken to promote the welfare of children and vulnerable adults, to 
protect them from harm. A child is under the age of 18.

Safeguarding means:

•	 Protecting children/person from abuse and maltreatment

•	 Preventing harm, to children’s/person’s person health or development

•	 Ensuring children grow up with the provision of safe and effective care

•	 Acting to enable all children and young people to have the best outcomes

Safeguarding

Child Protection

Dealing with 
Bullying

Safeguarding

Recruitment and 
Selection

Whistle Blowing
Health and 

Safety Strategy

Media and 
E-Safety

Student 
Induction

Allegations 
Against Staff

Staff Conduct
Curriculum & 

Safety

Relationships 
and Behaviour

Attendance
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DHA works with key partners to:

•	 Safeguard the welfare of young people (aged under 18 years) and vulnerable adults we work with, 
ineducation or training by protecting them from physical, sexual and emotional harm

•	 Support the creation of a safe environment where young people and vulnerable adults are listened 
to and encouraged to talk about any concerns, they may have

•	 Fully support the Government’s aim for every young person, whatever their background or 
circumstances, to have the support they need to be healthy, stay safe, enjoy and achieve, make a 
positive contribution and achieve economic well-being

•	 In the event you feel there is a safeguarding issue or concern then please contact your DHA 
Representative safeguarding lead or trainer

Kate Day | Kate.day@dhassociates.co.uk | 07580864473

DHA staff benefit from weekly NSPCC Caspar updates which can be shared with the apprentice 
and their mentor to engage and develop a greater awareness within all safeguarding and prevent 
subjects.

British Values
Learners and mentors are introduced to Fundamental British values training as part of their 
onboarding induction process.

We promote:

•	 Democracy

•	 The rule of law

•	 Individual liberty

•	 Mutual respect for and tolerance of those with different faiths and beliefs and for those without 
faith

Prevent works to stop individuals from getting 
involved or supporting terrorism or extremist 
activity. ... The Prevent Programme is designed to 
safeguard people in a similar way to safeguarding 
processes to protect people from gang activity, 
drug abuse, and physical and sexual abuse.

The Prevent strategy has three objectives:

•	 Challenging the ideology that supports 
terrorism and those who promote it,

•	 Protecting vulnerable people,

•	 Supporting sectors and institutions where there 
are risks of radicalisation.

Prevent

Prepare

ProtectPursue
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Equality and Diversity

“EQUALITY”

Aims to ensure no-one receives negative 
treatment because of their needs, the way they 
look, what they do or where they come from.

“DIVERSITY”

This basically means “difference”. We are all 
unique and different in some way, so diversity is 
about us all!

An easy way to identify the difference between 
the two terms is to remember that “equality” is 
what we are trying to achieve, but we cannot 
get there until we appreciate the “diversity” (the 
differences) of the people we live, work and 
learn with. It is important to see that treating 
everyone the same does not always result in 
equality.

During the initial stages of the DHA induction, your apprentice and their employer/mentor are given 
access to all DHA’s policies and procedures required for the duration of their employment. The 
employee will be managed against and in accordance with these policies. Your DHA trainer will work 
with the apprentice and their employer/mentor on any issues that may arise, and ensure they are 
managed using the set DHA policies. To support this process please report any concerns to your 
DHA representative in a timely manner so they can be managed early in the process.

Policies and Procedures

Sexual 
Safety

Honesty and 
Accountability

EQUALITY

Respsonsible 
Parenting

Connections 
with Others

Financial /
Economic 

Sufficiency

Trust and 
Support

Negotiation 
and Fairness

Non-
threatening 
Behaviour


