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Introducing The Two Companies
Delivering The Programme

Starting Off and Lanac Training will be working in partnership to deliver, assess and fund the Team
Leader and Management NVQs.
The two companies have a long history of collaborating together. This has mainly been around their
delivery and assessment of NVQs in Customer Service and Sales.

Many of the young people we have previously worked with have now developed into trainee 
managers, and have asked us how they can access training courses to help them with their new
roles. With this in mind we have worked together to be able to offer the NVQs in both Team Leading
and Management.

Starting Off

Starting Off has been in operation since
1989 when Dale Willis set up the company. The
company is well known across Northants for recruiting and developing apprentices and trainees.
Over 3,500 trainees have begun their careers through Starting Off with many of them accessing 
government funded training through initiatives such as Apprenticeships.

Every week over 200 young people train at the company's training centres in Northampton, Kettering,
Daventry and Corby.  In January 2007 the Chief Executive of the Adult Learning Inspectorate named
Starting Off as one of the top 150 training providers in the UK.

Starting Off have also been able to access funds from a wider range of sources to enable them to
offer mature candidates the same range of programmes that they have traditionally 
delivered to young people.

Lanac Training

Managing Director, Diane Walpole, has a long history of delivering 
management training programmes to companies both in the UK and abroad.
When Starting Off felt a need for management training for their own staff they
turned to Lanac Training.

Lanac Training's clients have included Global Marine Systems, Snap on Tools, Hayman, Timken,
Westinghouse Rail Systems, and Chartered Management Institute.  Lanac Training have recently
been working with TRW Automotives (formerly Lucas) to put a Team Leader development programme
in place.

Diane Walpole will be delivering the training herself and is a previous assessor for the National
Training Awards. 
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Funding
Anumber of funding options are available that can assist with the costs of the programme.

Apprenticeships

Funding is available for candidates who are under 25 on the date the programme starts.

The costs of the training delivery are fully met through Apprenticeship funding which is sourced from
the Learning and Skills Council. 

Funding is only available to support a maximum of two NVQs at each level. So if a candidate has 
previously completed two NVQ level 2 qualifications they can only get further funding for level 3 
qualifications.

Candidates need to complete the full Apprenticeship framework either at Level 2 (Team Leaders) or
Level 3 (Management).

Starting Off pass on to the employer the administrative charges levied to us by the awarding bodies.
These include registration, certification and assessment costs.

Typically these will be around £250 per candidate.

Train to Gain

Funding is available for candidates aged 25 or over who have not yet achieved a Level 2 
qualification.

Examples of level 2 qualifications include 5 GCSE or O Level passes at grade C, a GNVQ
Intermediate or an NVQ level 2.

Candidates complete the NVQ only, and not the full Apprenticeship framework.

There are no charges whatsoever under Train to Gain

Learn to Earn

European Social Funding is available for some candidates aged 25 or over.

Awide range of people are eligible for funding and previous qualifications are not considered.
Categories include those people on lower incomes, people with dependant children and 
people from ethnic minorities. Contact our staff for an eligibility check.

All Learn to Earn funded candidates must complete the NVQ by the end of November 2007.

Employer Funded Programme

Should none of the above funding streams be applicable a company can fund their staff through the
programme.
The cost for this is £1950 plus vat. Payments can be made by installments.
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Entry Criteria
It is not a requirement for candidates to have specific academic qualifications.

The theme of personal development runs throughout the NVQ.  In addition to having their own 
performance reviewed, candidates will also need to review the performance of people in their team.

Central to the NVQstandard is the development of communication skills.  To meet the criteria, 
candidates will need to both attend and hold meetings.  It will be important that candidates can
demonstrate ongoing development or effective communication.

Candidates should have a minimum of two years in employment and ideally have already 
undertaken the role of Team Leader.

All candidates attend the workshops and are then assessed against either the NVQ standards for
either Team Leading (level 2) or Management (level 3).

To ensure that candidates are on the appropriate level an initial assessment will be carried out to
check that their job role will enable them to develop the appropriate competencies.

Where there appear to be some gaps, we will consult with the employer to see if their job role can be
developed to meet assessment criteria.
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NVQ Level II Team Leading
Apractical course for staff who are keen to develop their career within a trainee management role.

Four mandatory units:
Manage your own resources

Provide leadership for your team
Develop productive working relationships with colleagues
Ensure your own actions reduce risks to health & safety 

Two optional units from a choice of five including:
Encourage innovation in your team

Allocate and check work in your team
Provide learning opportunities for colleagues

Resolve customer service problems
Support customer service improvements

NVQ Level III Management
Apractical course for staff who are keen to develop their career within a management role.

Four mandatory units:
Manage your own resources and professional development

Provide leadership in your area of responsibility
Allocate and monitor the progress and quality of work in your area of responsibility

Ensure health & safety requirements are met in your area of responsibility

Three optional units from a choice of eleven including:
Promote equality of opportunity and diversity in your area of responsibility

Encourage innovation in your area of responsibility
Plan change

Implement change
Develop productive working relationships with colleagues

Recruit, select and keep colleagues
Provide learning opportunities for colleagues

Manage a budget
Manage a project

Monitor and solve customer service problems
Work with others to improve customer service

Key Skills
(For Team Leading)

Application of Number – Level I
Communication – Level II

(For Management)
Application of Number – Level II

Communication – Level II

Learners may be exempt from these with relevant GCSE grades.

Technical Certificate
Team Leading, candidates work towards the Level 2 certificate in Team Leading. 

Management, candidates work towards Level 3 certificate in Management.

This is the Apprenticeship Framework for 

Team Leading / Management

Workshops
We deliver a series of workshops entitled;

The Role of the Team Leader
People Management

Managing Performance
Teams

HRIssues
Recruitment & Selection

Making a Difference

Induction Workbook
To ensure learners are aware of employment rights
& responsibilities and their role in the organisation.



Workshop s 
The first part of the programme concentrates on group sessions covering skill

development.  Topics are delivered through a series of monthly workshops.  As well as developing
knowledge and skills, the workshops also enable the course delegates to share experiences with

each other and learn from each other.
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Workshop 1 - The Role of the Team Leader (half day)

• The role of the team leader
• Team member v team leader
• The Key Skills, knowledge and behaviours of the team leader role - self audit/assessment against 
these and development of personal development plan.

Workshop 2 - People Management (one day)

• Managing different people
• How to get the best out of people
• Dealing with difficult people
• Communication and people “reading” skills

Workshop 3 - Managing Performance and Managing Change (one day)

• Defining expectations and setting objectives
• Reviewing/appraising performance
• Giving feedback and delivering difficult messages
• Change management

Workshop 5 - HRIssues (one day)

• Employment law - introduction
• Managing absence
• Managing poor performance
• Grievance and disciplinary
• Stress
• Health & safety - induction

Workshop 4 - Teams (one day)

• Teams v groups
• Understanding teams and team dynamics
• What makes a high performance team
• Leaderships and teams

Workshop 6 - Recruitment and Selection (half day)

• Recruitment
• Selection
• Interview skills - tools and techniques

Workshop 7 - Making a Difference (half day)

• Continuous improvement
• Project management
• If required, a one day workshop Software Training on Project Manager



How it Works
Candidates attend regular workshops  to develop their knowledge and gain new skills.  An NVQ
assessor from Lanac Training will help the employer and candidate decide whether an NVQin Team
Leading is appropriate or whether to opt for the Management NVQ.  Candidates will then have their
performance assessed in the workplace and they will develop portfolios of evidence to support the
work based assessments.

A Training Co-ordinator from Starting Off will keep in regular contact throughout the training 
programme with both the candidate and employer to ensure the programme is meeting their needs.

Topics are delivered through a series of monthly workshops that will take place at a venue near
Northampton.  As well as developing knowledge and skills, the workshops also enable the course 
delegates to share experiences with each other and learn from each other.

The programme elements dealing with Health and Safety will be covered through a separate 
workbook.

Candidates are likely to have around 10 hours of work based assessment throughout the 
duration of the programme. The assessments will always be booked in advance.

The length of the programme will, to some degree, be determined by the candidate themselves as
they need to arrange appropriate assessments and gather together appropriate evidence.

As a rule of thumb, we would expect most candidates to complete the programme within 9 - 12
months, however some may be quicker and others might take a little longer.

For further details please contact one of our training centres

Northampton/Daventry on 01604 622855
Kettering/Corby/Wellingborough on 01536 417373

Starting Off is committed to operating a recruitment and training service that 
provides equal opportunity to all people.
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