Instep Apprenticeship Approach

We Develop Businesses by Developing People
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Introduction
Instep has been delivering Leadership and Management training for the past 26 years, delivering services to over 120,000
learners.
Since the inception of the Apprenticeship reforms, Instep took a measured and controlled approach to transitioning our
business, at customer request, to become a provider in the Apprenticeship arena as well as a commercial provider. Following
the delivery of controlled pilots, Instep has since rolled out full scale delivery and now delivers funded Leadership and
Management Apprenticeships to 14 large/plc businesses across the UK.
In addition to its historic experience, Instep recruited 100+ years of leadership capability and experience from the
Apprenticeship sector, ensuring we braided together our industry leading commercial proposition with the rigour and process
required by the ESFA and Ofsted.
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Understanding the Standards – The Instep Way
Our Apprenticeship Programme Features
Embedded Learning

Learning rooted in
real life work examples

• Delivered through a combination of formal and informal
delivery, self-study, work-based learning and coaching
• Training support events, supported by face-to-face and
telephone
• Practical and realistic based learning activities

Qualified for
Levy Funding

• Virtual learning that has been contextualised for the
organisation

Develop
• On-line development of showcase material

Robust accredited
approach

• Supporting resources
• Logs work done and tracks progress
• Tutor / trainer support.

ILM Qualification
if desired

Regular Manager Reviews
• Engaging Line Managers in learner development
• Grounding the programme by connecting learning to the
workplace

Incorporate competency
frameworks and values

• Identifying development opportunities.

Projects
• Relevant to the business
• Benefits the learner and organisation

Customisable
content

• Direct application of learning
• Opportunity for demonstrable impact of learning.

Clear
structure

Blended
learning
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What you get from the Programmes

The Apprentice
gets...
• Training that’s relevant
• New skills and confidence
• Improved career and profile within
the workplace
• Support network
• On-line learning activities and show
case
• Recognised qualification
• A unique experience.
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The Organisation
gets...
• People with the right skills and
behaviours
• Development that has an impact
• Succession planning and a talent
strategy.

The HR Professional
gets...
• Supported programme delivery
• Relevant and appropriate materials
mapped to your vision and values
• Customisable content
• Tracking / reporting
• Retained talent
• Impacted
• Levy funded to support individuals in
the organisation context.

Level 3 – Team Leader
The Team Leader/Supervisor is a first line management role with operational responsibilities for managing a team to deliver
clearly defined outcomes. The role provides direction, instructions and guidance to ensure the achievement of set goals with
key responsibilities, likely to include supporting, managing and developing team members, managing projects, planning and
monitoring workloads and resources, delivering operational plans, resolving problems and building relationships.
This is a critical role in driving increased productivity, increasing colleague engagement and promoting qualifications across
the business.
The Level 3 programme contains eight sessions of delivery. The sessions identified are interchangeable and come from a
broader set of workshops sessions which can be chosen once we understand further the dials which your business needs to
turn to drive the right knowledge, skills and behaviours.
The workshop sessions are underpinned by monthly or bi-monthly tutor visits, who support with the pre-workshop activity
and the post-workshop embedding of learning, to ensure the learning has landed and is being translated into day-to-day
activities.
In addition to the tutor hosting the one-to-one sessions, they will also attend the workshop sessions, which are delivered one
of our training team.
Whilst the tutor is the ‘golden thread’ for all our programmes, we use a VLE system that tracks and retains all learning and
progress. The learner has each unit unlocked on the system as they progress through the programme, with pre-workshop
activities being sent through the system along with a range of supporting tools, knowledge checks, immediate feedback and
specific scenarios to support with understanding and learning.

What is Covered?
Throughout the duration of the programme, apprentices will learn the following:
• Team management principles - including team dynamics,
motivation and managing resources and workloads
• Leadership techniques - including coaching, decision
making, role modelling and managing change
• Performance management - including absence
management, conducting appraisals, setting goals and
objectives
• Relationship management - including negotiation
and networking skills and customer and stakeholder
management

• Communications - including active listening, chairing
meetings, presentation and digital, verbal and written
communication skills
• Human Resources (HR) and legal requirements - including
equality, diversity and inclusion
• Operational and project management - including planning
and prioritisation, collecting, analysing and using data and
risk management
• Financial management - including controlling budgets,
delivering value for money and governance and
compliance.
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6
Creating
High Performing Teams

How to support
delivering change
initiatives

Tutor Support

Ensuring you’re ready for
your End Point Assessment

Defining what good
performance
looks like

One Day

End Point Assessment
Preparation

One-to-One
Gateway to
End Point
Assessment

One Day

Exploring what
makes an Operational
Leader

Managing the
Performance of Your
Team

Module 7

One Day

Module 4
The Operational
Leader in You

Throughout the programme learners will be supported by a Programme Tutor.

One Day

Leading Your
Team

The Project
Leader in You

One Day

Module 6

One Day

Influencing how
you’re perceived by others

Exploring the
world of
Management and
Leadership

One Day

Being an
Effective Leader

Your Impact
on Others

Developing the
Leader in You
Being the best
leader you can be

Module 3

Module 2

Module 1

Module 5

One Day

Overview of the
programme and outlining
expectations.

Launch

Pre and Post
Course Activities

Learner Journey

Level 3 Team Leader

Level 5 – Operational Manager
An operations/departmental manager is someone who manages teams and/or projects and achieves operational or
departmental goals and objectives as part of the delivery of the organisation’s strategy. They are accountable to a more
senior manager or business owner. Working in the private, public or third sector and in all sizes of organisation, specific
responsibilities and job titles will vary, but the knowledge, skills and behaviours needed will be the same.
Key responsibilities may include creating and delivering operational plans, managing projects, leading and managing teams,
managing change, financial and resource management, talent management, coaching and mentoring. Roles may include:
Operations Manager, Regional Manager, Divisional Manager, Department Manager and specialist managers.
The Level 5 programme contains 10 - 12 sessions of delivery. As with the Level 3 programme, the sessions identified are
interchangeable and come from a broader set of workshops sessions which can be chosen once we understand further the
dials which your business needs to turn, to drive the right knowledge, skills and behaviours.
The Tutor and VLE support remain the same as in the Level 3 programmes.

What is Covered?
• Organisational Performance – delivering results!
• Operational Management - understands operational
management approaches and models, including creating
plans to deliver objectives and setting KPIs. Understand
business development tools (e.g. SWOT), and approaches
to continuous improvement
• Understand operational business planning techniques,
including how to manage resources, development of
sales and marketing plans, setting targets and monitoring
performance
• Knowledge of management systems, processes and
contingency planning
• Understand how to initiate and manage change by
identifying barriers and know how to overcome them
• Understand data security and management, and the
effective use of technology in an organisation
• Project Management - know how to set up and manage
a project using relevant tools and techniques and
understand process management
• Understand approaches to risk management
• Understand business finance; how to manage budgets,
and financial forecasting
• Interpersonal Excellence – managing people and
developing relationships
• Understand different leadership styles, how to lead
multiple and remote teams and manage team leaders
• Know how to motivate and improve performance,
supporting people using coaching and mentoring
approaches

• Understand organisational cultures and diversity and their
impact on leading and managing change
• Know how to delegate effectively
• Know how to manage multiple teams and develop high
performing teams
• Understand performance management techniques, talent
management models and how to recruit and develop
people
• Understand approaches to partner, stakeholder and
supplier relationship management including negotiation,
influencing, and effective networking
• Knowledge of collaborative working techniques to enable
delivery through others and how to share best practice
• Know how to manage conflict at all levels
• Understand interpersonal skills and different forms of
communication and techniques (verbal, written, nonverbal, digital) and how to apply them appropriately
• Personal Effectiveness – managing self and selfawareness
• Understand own impact and emotional intelligence
• Understand different learning and behaviour styles
• Management of Self - understand time management
techniques and tools, and how to prioritise activities and
the use of different approaches to planning, including
managing multiple tasks
• Understand problem solving and decision-making
techniques, including data analysis
• Understand organisational values and ethics and their
impact on decision making.
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8
One Day

Leading and
embedding change

Leading Through
Change

Module 11

One Day

Bringing the
strategic plan to life

Operational
Planning

Module 6

Throughout the programme learners will be supported by a Programme Tutor.

One Day

Defining how performance
delivers business results

Developing
your Teams

Creating High
Performing Teams

One Day

Managing the
Performance of
Your Team

Coaching for Success

Leading Your Team

One Day

Module 10

One Day

Being agile in making
decisions and
delivering results

The Decision Maker
in You

Module 5

Module 9

One Day

Influencing how
you’re perceived by
others and managing the
Stakeholders around you

Exploring the
world of
Management and
Leadership

One Day

Your Impact
on Others

Developing the
Leader in You

One Day

Module 2

Module 1

Module 8

One Day

How to run
and deliver a project

The Project
Leader in You

The Operational
Leader in You

Exploring what
makes a strategic
Operational
Leader

Module 4

One Day

Overview of the
programme and outlining
expectations.

Launch

Module 3

Pre and Post
Course Activities

Level 5 Operational Manager
Learner Journey

Tutor Support

Ensuring you’re ready for
your End Point Assessment

End Point Assessment
Preparation

One-to-One

One Day

Running your business
within the business

The Business Leader
in You

Module 7

Gateway to
End Point
Assessment

Level 3 – Business Administrator
The programme contains 4 -6 sessions of delivery. The sessions identified are interchangeable and come from a broader set of
workshops sessions which can be chosen once we understand further the dials which your business needs to turn, to drive the
right knowledge, skills and behaviours.
Business administrators have a highly transferable set of knowledge, skills and behaviours that can be applied in all sectors.
This includes small and large businesses alike; from the public sector, private sector and charitable sector. The role may
involve working independently or as part of a team and will involve developing, implementing, maintaining and improving
administrative services. Business administrators develop key skills and behaviours to support their own progression towards
management responsibilities.

What they will learn:
• Exercising proactivity and good judgement

• Being agile and confident in communications

• Effective decision making based on sound reasoning

• Scoping, planning, monitoring and reporting using project
management principles

• How to deal with challenges in a mature way
• Building and maintaining positive relationships within
their own team and across the organisation.
• Influencing and challenging appropriately
• Become a role model to peers and team members
• Developing coaching skills
• Develop good communication skills, whether face-to-face,
on the telephone, in writing or on digital platforms. Uses
the most appropriate channels to communicate effectively

• Managing stakeholders and their differing relationships
• Liaising with internal/external customers, suppliers or
stakeholders from inside or outside the UK.
• Taking responsibility for own work and accepting feedback
in a positive way
• Using initiative and showing resilience.

Level 3 – Customer Service
The programme contains 4 -6 sessions of delivery. The sessions identified are interchangeable and come from a broader set of
workshops sessions which can be chosen once we understand further the dials which your business needs to turn, to drive the
right knowledge, skills and behaviours.
The main purpose of a Service Specialist is to be a ‘professional’ for direct customer support within all sectors and
organisation types. They are an advocate of Customer Service and act as a referral point for dealing with more complex or
technical customer requests, complaints, and queries. They are often an escalation point for complicated or ongoing customer
problems. They gather and analyse data and customer information that influences change and improvements in service. The
Customer Service Specialist supports front line customer services or sales advisors in achieving greater performance.

What they will learn:
• Understand the impact your service provision has on the
wider organisation and the value it adds.

• Find solutions that meet your organisations needs as well
as the customer requirements.

• Know your internal and external customers and how their
behaviour may require different approaches from you.

• Use clear explanations, provide options and solutions to
influence and help customers make choices and agree
next steps.

• Understand how to analyse, use and present a range of
information to provide customer insight.
• Understand what drives loyalty, retention and satisfaction
and how they impact on your organisation.
• Understand different customer types and the role of
emotions in bringing about a successful outcome.
• Understand how customer expectations can differ
between cultures, ages and social profiles.

• Proactively gather customer feedback, through a variety
of methods. Critically analyse, and evaluate the meaning,
implication and facts and act upon it.
• Demonstrate brand advocacy, values and belief when
dealing with customer requests to build trust, credibility
and satisfaction.

© Instep (UK) Ltd

9

Level 4 – Sales Executive
The programme contains 5-7 sessions of delivery. The sessions identified are interchangeable and come from a broader set of
workshops sessions which can be chosen once we understand further the dials which your business needs to turn, to drive the
right knowledge, skills and behaviours.
A Sales Executive is a salesperson working in either the Business to Business or Business to Consumer markets with
responsibility to sell a specific product line or service. They plan their sales activities, lead the end-to-end sales interaction
with the customer and manage their sales internally within their organisation. They will be responsible for retaining and
growing a number of existing customer accounts, and generating new business by contacting prospective customers,
qualifying opportunities and bringing the sales process to a mutually acceptable close. Typically, a Sales Executive will deal
with a single point of contact for each sale and will present a pre-considered value proposition. The entire sales process may
be completed during a single customer ‘conversation’, or over a series of interactions.

Through their learning, they will:
• Understand your organisation’s vision, values and
capabilities, the principle goals of its overall strategy,
and the specific objectives of its marketing and sales
strategies. Know how to analyse your organisation’s sales
and marketing strategies and objectives and translate
them into plans and actions for your role.

• Effectively communicate and interpret customer
information exchanged through written, verbal and nonverbal communication. Develop a customer engagement
style that effectively opens sales conversations, builds
rapport, enhances customer relationships, and adapts to
different customer’s social preferences.

• Identify the features and advantages of the product(s)
and/or services(s) you sell, understand how these
meet customer needs, and examine how they compare
to competitor’s solutions. Understand the nature of
your sector and the likely forthcoming changes to it.
Understand the legal, regulatory and ethical frameworks
relating to your sector and role.

• Be highly skilled at effective questioning and active
listening techniques to understand the customer’s needs,
guide the sales conversation appropriately, create mutual
understanding, and build trust and affinity with customers.

• Understand how your market is segmented and how to
target specific segments through effective product or
service positioning.
• Understand the principles of finance for sales, such as
profit and loss, return on investment and budgeting.
Appreciate the impacts of different types of costs on
the business and the drivers of profitable performance.
Understand the impact of any discount or variation in
terms that you may offer.

• Be attuned to verbal and non-verbal buying-signals
and move to close at an appropriate point in sales
conversations. Develop ethical techniques to close sales
and confirm customers’ purchase agreement
• Contribute effectively within a team environment.
Work collaboratively with both internal and external
stakeholders. Manage communications with the crossfunctional team in relation to the effective delivery of
your sales, such as finance and service delivery. Support
continual business improvement by sharing best practice
with sales team colleagues and assist the marketing team
to develop new marketing collateral.

Level 2 - Retailer
The main purpose of a retailer is to assist customers when they purchase products and services, which requires a good
understanding of the stock being sold, the variety of ways customers can shop and the ability to process payments, for
example, using a till. Retailers must be passionate about delivering a quality service that always aims to exceed customers’
expectations. Therefore, retailers enjoy direct contact with a wide range of people and are motivated by completing a sale and
knowing a customer is happy with their purchase. They can work in a variety of shops and other retail establishments: small
boutiques, large high street chains, supermarkets and well-known department stores are just some examples. More specialist
retailers include funeral services, garden centres, delicatessens and people who work in remote environments for example
in telephone, on-line and mail order retail. Regardless of the type of products and services being sold, a wide representation
of employers from across the retail industry have defined this standard and agreed that the knowledge, skills and behaviours
that apprentices must have to do their job are the same.

Throughout the duration of the programme, apprentices will learn about the following:
Customer
• The customer profile
• Appropriate methods of customer communication
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• Increasing sales and loyalty
• Achieving repeat business

Business
• The vision, objectives and brand standards and how they
contribute to success
• Customer rapport

• Provide service in line with brand standards

Financial
• The principles of operating commercially
• Balance the customers’ needs and financial performance
of the business

• Act credibly and with integrity

Leadership
• Organising the team to achieve business objectives
• Contingency planning
• Right people and right resources in the right place at the
right time

• Using sound judgement and take prompt action

Marketing
• How the business positions itself in order to increase
market share and compete against main competitors

• Influence customers purchasing decisions by providing
accurate guidance

Communication
• Responding to customer needs and circumstances in the
most appropriate way
• Effective methods of communication

• Taking a positive interest in customers

Sales and Promotions
• Understand the sales opportunities that exist across the
year

• Actively sell the benefits of seasonal offers

Product and Services
• Know information on the company’s brands, products and
services
• Help match products and services to customer needs

• Demonstrate a confident belief in the products and
services

Brand Reputation
• The importance of the brand and business reputation and
what can affect it
• Respond to situations that threaten the brand

• Demonstrate a positive brand and business reputation

Merchandising
• Increasing sales through product placement

• Make merchandising recommendations

Stock
• Maintaining appropriate stock levels to meet customer
demand
• Minimise stock loss

• Address stock issues

Technology
• Operating technology
• Use technology appropriately and efficiently

• Take an interest in new technology developments

Team
• Support and influence team colleagues positively

© Instep (UK) Ltd
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Performance
• The impact of own performance on business success

• Take responsibility for own performance

Legal and Governance
• Legislative responsibilities relating to the business and
the products and services being sold

• Protect peoples’ health, safety and security

Diversity
• How to work with people from a wide range of
backgrounds and cultures
Environment
• Make responsible decisions to minimise negative effects
on the environment

• Manage waste and loss

Level 3 Retail Team Leader
Retail team leaders are a critical support to managers, delivering exceptional customer service and a positive experience
to customers, and may have to deputise for managers in their absence. The role is dynamic and in one day can involve a
variety of different functions. Most significantly, retail team leaders guide and coordinate the work of the team to complete
tasks, identify and explore opportunities that drive sales, ensuring team members maintain business standards in relation to
merchandising, service and promotional activities, in line with procedures. Retail team leaders gain the most of their team on
a day to day basis, ensuring they are fully trained and work effectively and to the best of their ability.

Throughout the duration of the programme, apprentices will learn about the following:
Customer
• Customer profile and purchasing habits
• Drive the team to increase sales, spend and loyalty
• Coach and support team members to effectively meet
customer service requirements

• Act as a role model to champion excellent customer
service

Business
• The purpose, vision, objectives and brand / business
standards
• Competitor awareness

• Maintaining brand and business standards

Financial
• How own actions and those of the team contribute to
overall financial performance
• Support achievement of financial targets by planning
and monitoring resources

• Commercial awareness

Leadership
• Organising the team to achieve business objectives
• Contingency planning
• Right people and right resources in the right place at the
right time

• Using sound judgement and take prompt action

Marketing
• The external position of the brand in relation to local
and online competitors
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• The impact of team actions on the customer brand
perception

Communication
• Support effective communication
• Adapting communication style

• Encourage excellent communication in all forms

Sales and Promotions
• Factors that determine and affect sales and promotions
• Communicate sales targets to the team and provide
support

• Maximise revenue

Product and Services
• Being able to promote features and benefits of products
and services
• Ensure teams know and understand features and
benefits of products and services

• Demonstrate knowledge excellence

Merchandising
• Methods of merchandising
• Team accountability for maintaining merchandising in line
with business requirements

• Communicate and encourage merchandising principles

Stock
• The principles of stock control
• The management of stock levels

• Proactively lead the team to effective stock management

Technology
• Emerging technology in the retail industry
• Overseeing appropriate use of technology in line with
policy
Developing Self
• The skills, knowledge and behaviours required of self and
others to drive a high performing team
• Team dynamics and the importance of enabling
colleagues to appreciate where they fit in to the bigger
picture

• Supporting induction, training, development, coaching and
appropriate delegation

Team Performance
• Identifying and developing excellent team performance
• Lead daily – set targets and review progress

• Positively and confidently challenging poor performance
• Reward excellent performance

Legal and Governance
• The importance of business compliance to legal
requirements
• Supporting the team to operate in line with business
policy and procedures

• Respond quickly to risks

Diversity
• How to work and support people from a wide range of
backgrounds and cultures
• The diversity policy

• Ensure teams are aware and follow business policies
relating to diversity
• Make reasonable adjustments for customers or colleagues

© Instep (UK) Ltd
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Level 4 Retail Manager
Retail managers are responsible for delivering sales targets and a positive experience to customers that will encourage
repeat custom and loyalty to the brand/business. It is a diverse role that includes leading and developing a team to achieve
business objectives and work with a wide range of people, requiring excellent communication skills. Maximising income and
minimising wastage are essential to the job and therefore individuals must develop a sound understanding of business and
people management principles to support the achievement of the vision and objectives of the business. Retail managers
champion the way for personal development, training and continuous improvement, encouraging their team to develop their
own skills and abilities to enhance business performance and productivity.

Throughout the duration of the programme, apprentices will learn about the following:
Customer
• Customer journey drivers
• Managing customer experience to increase sales, spend
and loyalty

• Balance customer and business needs

Business
• The company vision and its competitive position
• Their role in delivery of business objectives and leading
the team to achieve

• The market that we operate within

Financial
• The key drivers of profitable retail performance
• Forecasting to the retail calendar

• Report analysis to determine actions and
recommendations
• Increasing profit and reducing waste

Leadership
• Different retail leadership styles and when to use them
• Team motivation and inspiration

• Direction and feedback
• High performance culture

Marketing
• Key factors of a marketing plan
• Understand the marketing plan

• Team accountability to achieve marketing objectives
• Gain knowledge of local area and competition

Communication
• Effective information cascade to a diverse audience
• Decision making

• Styles and methods of communication to use with
different skills and behaviours within the team

Sales and Promotions
• Setting challenging yet realistic sales targets
• Leading team members to achieve

• Monitoring of sales performance and taking timely action

Product and Services
• Up-to-date knowledge of product ranges, brand
development, promotions and current and future trends
• Promote new products and services to customers

• Analyse sales and service information to inform future
decision making

Brand Reputation
• Upholding brand reputation
• What compromises brand reputation

• How we use social media and its impact

Merchandising
• Key features of merchandising linked to the
merchandising plan
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• Understand requirements of seasonal peaks and troughs
• Measure the impact of merchandising on sales

Stock
• Monitor stock management systems to minimise cost and
loss

• React quickly to stock audit output

Technology
• Our technology requirements

• Emerging technology in the retail industry

Developing Self
• How to inspire and motivate the team
• How to pass on knowledge and experience

• The importance of a process for own and team members’
development

Team Performance
• Monitor performance, recognise excellence and manage
poor performance
• Apply performance management theories in line with the
company’s performance management process

• Build effective colleague relationships that select the
right person for the right task
• Recognise individual styles and preferences and use these
to build a strong team

Legal and Governance
• Accountability for environmental, legislative, corporate,
data protection and social responsibilities relating to
retail business
Diversity
• How local demographics impact on business, customers,
colleagues and products

• Ensure teams are aware of and know how to work
effectively with colleagues, customers and other
stakeholders from a wide range of backgrounds and
cultures

Duration and Functional Skills
The duration of these apprenticeship programmes at Level 3 is 12-18 months and 18-24 months at Level 5 and all apprentices
who undertake these programmes, are required to have achieved Level 2 (equivalent to GCSE grade A* - C) English and Maths
prior to entering the gateway for End Point Assessment (EPA).
Prior to starting the apprenticeship, we conduct a skill scan to ensure eligibility (this is a requirement of the ESFA) as well
as undertake an online functional skills assessment – through BKSB - to understand where each learner is in terms of their
English and Maths capability. This enables us to tailor any future support and interventions directly to learner needs.
At Instep we have an in-house team of functional skills specialists who work directly with learners, either on a one-to-one
or on a cohort basis, to help them achieve the required level prior to EPA. We are experienced and accomplished in taking
learners from Entry 3 level (if required) through to Level 2 and our agile approach means we can deliver via virtual classroom,
face-to-face or workshops.

Style of Delivery
In our experience, participants respond to a facilitative delivery style that is not dominated by the trainer and encourages
involvement. Within any group of learners there will be variance in how individuals prefer to learn. Our approach is to appeal
to all seven intelligences throughout the delivery to ensure all learners’ specific needs are catered for. We use a variety of
delivery methods to appeal to all learning styles and have a practical, fun and relaxed delivery approach which gives learners
tools and techniques that can be used back in the workplace to achieve a fluid and successful transfer of learning.
All workshops and programmes are designed so that they are ‘time efficient’ and replicate the pace of the organisation.
All our delivery team are from industry, so have real world experience to share.

© Instep (UK) Ltd
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Driving Engagement
We work closely with our clients, facilitating a learning experience that is engaging, relevant and fun, whilst always ensuring
we have a clear view of what that will look like in the workplace and what difference it will make to overall business.
We believe passionately that learning must go beyond the training room. We design and create relevant and fresh learning
resources to support the participants. We work with you to create a robust internal framework for support of the learners posttraining. We provide learners with knowledge and a safe environment to practice their skills and the tools for them to use
back in the workplace.
What makes our approach highly effective is that we not only support the learner, but also their line managers, to ensure the
learning transfers and the results are achieved. We design outcome-driven programmes, which are built around real issues and
challenges, that your people face in the workplace.

Designing with You in Mind
Following a diagnostic with the key stakeholders of the project, we will move into our design phase. We focus on seven key
areas during our design phase, these are:

What do you stand for?
You already have a clearly defined purpose and you know what you want to stand for; this is clearly defined in your purpose
and values – we would ensure that our interpretation of your values matches yours, before any of the design begins.

What do you need from us?
We start every partnership by focusing on the Return on Investment and Return on Engagement results you are looking for the
programme to achieve and how you would like them to be measured.

How do you want things to be?
The next stage is to achieve absolute clarity on the current and desired culture you want to achieve. Put more simply: how
are things now, and how do you want things to be? Existing information, such as engagement survey results, will be used to
support this and external/internal benchmarking from other sites/businesses, if required.

Are all the right people engaged?
To bring the culture to life, we would suggest working with the Senior Team to define the content and ensure the appropriate
leadership principles and behaviours are in place. The Senior Team will be the role models for this and need to have a
consistent understanding and commitment to the approach, to create the culture which has been defined.

Anything in our way?
We would explore with you the current appetite for learning with this audience and would ensure that we create design that
focuses heavily on the ‘what’s in it for me’ at the start of each module, to create the best conditions for learning. We pride
ourselves on developing linked activities, which provide the ‘light bulb’ moment for learners ahead of each new piece of
information.
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Things happen for a reason!
We want to know exactly what you want the participants to be doing after every workshop and beyond, and what impact
you want this activity to have. We work with you to ensure the Head’s Up and Have a Go activities are relevant and business
impacting – immediately. Everything we ask participants to do is linked to your outcomes.

Is it landing?
The design phase never ends for us. Every workshop we design focuses heavily on implementation, review and learning.
We also apply a continuous improvement mindset to the programme and measure the business impact against pre-agreed
measures throughout the delivery of every workshop. This enables us to act quickly if something needs to be different. To
ensure that our clients gain the maximum business value of any implemented programme, Instep’s methodology provides
tools to enable participants to apply their learning in their everyday working environment, as well as tools to assist their
managers in supporting and feeding back on their application.

Landing the Learning
Our approach is about truly partnering with you, understanding the change you want to make. To ensure the learning lands
and is embedded in your organisation, we form a partnership between internal learning/HR professionals, the line managers
of the learners and the learners.
Specifically, we focus on:

Design

We will have designed the learning so that it directly matches what the learners need to
achieve. It will be agile in nature and fit their own job role. It will be aligned to the standard
knowledge, skills values and behaviours.

Launch

We launch the learning in a way that engages all partners and ensures they understand the
content covered and their own roles in making it happen.

Making it Easy
Head’s Up
Actions &
Commitments
Have a Go

Line Managers of the learners tend to be busy people, who generally want to support the
learning but just don’t have the time. At times, they also need a bit of a refresher themselves.
That’s why, as well as being part of the launch, after each module, we will provide ‘Landing
the Learning’ guides for Line Managers.
It’s always good to get a head’s up and that’s why, prior to any development, there will be a
handful of things to think about or consider or do.
As well as facilitating great learning, the delivery team at Instep gets participants to commit
to what they are going to implement and commit to making it happen.
It’s no good learning something if you then don’t put it into practise. That’s why we have
several things that you need to have a go at or implement after each module to get the
learners to put the learning into practise and for it to become a new learnt behaviour.

© Instep (UK) Ltd

17

Application Criteria
Location
Each management apprentice must work at least 51% of their contracted hours in England to be eligible for ESFA funding.
The ESFA will not fund individuals based in Wales, Scotland or Northern Ireland.
Learners working in Wales, Scotland or Northern Ireland can join the programmes but they will have to be funded by the
employer. They will not sit a formal End Point Assessment, however they will achieve an ILM Level 5 Diploma for Leaders and
Managers or ILM Level 3 Diploma for Managers and benefit from the same content as funded individuals.

Qualifications
Each participant must NOT already hold an equivalent qualification in the subject matter. It is acceptable to hold a higher
qualification as long as it is not in management and leadership.

Functional Skills
Each participant must be able to demonstrate functional skills at Level 2 in English and Maths by the time they reach End
Point Assessment.
All learners will undertake a functional skills test on commencement of the programme. Those who do not have evidence of
prior attainment will take additional diagnostic tests and receive developmental support (funded separately) to bring them to
the required level, which is assessed by a functional skills exam.
Those learners who have evidence of prior attainment are expected to demonstrate development of their functional skills
through the programme. Their initial functional skills test will provide the benchmark for this.
All learner submissions will be assessed at Level 2 and feedback and support will be provided as required.
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Next Steps – Get in Touch
Let us bring our approach to life for you and show you how
this approach can and will fit your business, your people
and your priorities.
enquiries@instepuk.com
01477 505 811
www.instepuk.com
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Contact Us
enquiries@instepuk.com
01477 505 811
www.instepuk.com
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