
 

 
 
 

 
 

 

TERMS AND CONDITIONS OF  

OUR WORKPLACE BASED  

TRAINING SUPPLY 
 

INTRODUCTION 

This document describes the Standard Terms and Conditions of an employer’s participation in 

any of our workplace based training programmes, whether publicly funded, privately funded 

or a combination of both, including Modern Apprenticeships.  The attached Annexes describe 

the obligations, rights and responsibilities of both parties. 
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Clause One Entire Agreement 

These Standard Terms and Conditions including Annexes, together with a signed Course Booking Form and a 
Personal Training Plan signed by all parties form an Agreement in entirety between the Parties. 
 

Any amended Terms and Conditions or variation to a Personal Training Plan replaces and supersedes any 
Agreement made previously between the parties, subject to Survivability described in Clause 19 herein. 

 

Clause Two Parties 

The Agreement is made between Mentor M.A. (Scotland) Limited, hereinafter referred to as Mentor M.A., whose 

registered office is at PO Box 23940, 30 Castle Street, Edinburgh, EH2 3HT, and the Company which is named on 

the Course Booking Form and who has signed in representation of that party, hereinafter referred to as the 
Employer. 

 

Clause Three Definitions 

3.1 The Agreement is defined as the contract between Mentor M.A. and the Employer which is named on the 

face of this document, including any written variation or amendment to the Agreement and incorporating any  

         document expressed as being supplemental to, or forming part of the Agreement. 
 

 3.2 "Modern Apprenticeship" is the brand name for the National Training Programme for residents in Scotland,  

 providing financial contributions towards the training costs for eligible persons. 
 

 3.3 “Skills Development Scotland” (SDS) is the national skills body supporting the people and businesses of 

Scotland to develop and apply their skills.  SDS provides a contribution towards the cost of training and 
assessing Modern Apprentices on behalf of the Scottish Government.  It is responsible for publishing the 

Standard Conditions and Specifications for National Training Programmes, for licensing and contracting with 

training suppliers and for ensuring the quality of those suppliers' services.  
         SDS contact details: Monteith House, 11 George Square, Glasgow G2 1DY.  Tel: 0800 783 6000.   

 

 3.4 The “Standard Conditions” and “Specifications” for various National Training Programmes including 

Modern Apprenticeships, published by Skills Development Scotland may be viewed on the website of Skills 

Development Scotland at www.skillsdevelopmentscotland.co.uk. 
 

 3.5 The "Candidate" is defined as any person undergoing a programme of training, including but not restricted to 

 those who have been accepted and registered as Modern Apprentices and who are specified in a Personal   
 Training Plan produced by Mentor M.A. and in which the Employer has signed in agreement with the  

 arrangements expressed therein. 

 

 

 

 

3.6 The "Programme of Training" is defined as an integrated course of work experience and training or as a  

course of assessment only, the outcomes of which being described in a Personal Training Plan produced by  

         Mentor  M.A. 
 

 3.7 The "Personal Training Plan" is defined as a document which illustrates the objectives of a Candidate’s 

programme of training, including the arrangements for reviewing progress towards those objectives, both as 
agreed by the Employer and which will, where applicable, meet the Conditions and Specifications of National 

Training Programme Personal Training Plans. A Candidate’s Personal Training Plan, once signed by the 

Employer in agreement with the arrangements expressed therein, forms part of our Agreement. 
 

Attention is drawn to the Schedule of Obligations Towards the Personal Training Plan annexed to and 

forming part of our Agreement. 
 

Clause Four Subject Matter 

Mentor M.A. shall deliver a programme of training in accordance with the Conditions and Specifications for the 
relevant National Training Programme as may be appropriate, to any Candidate for whom a Personal Training Plan 

has been produced and signed by Mentor M.A. and in which the Employer has signed in agreement with the 

arrangements expressed therein. 
 

Clause Five Period Of Agreement 

Our Agreement shall take effect from the date on which all parties sign the respective Personal Training Plan and 
shall remain in force until it is terminated by the provisions of Clause 6 or Clause 7 herein. 
 

The period of our Agreement extends to the duration of all Personal Training Plans, including any subsequent 

amendments, revisions or variations to which the Employer has signed or will sign in agreement with the 

arrangements described therein. 
 

The Expected Completion Date recorded on the Personal Training Plan is a target date for achievement of all 

outcomes within the Personal Training Plan.  The Expected Completion Date may be extended with the agreement 
of all parties to allow for satisfactory completion of all the outcomes within the Personal Training Plan and such 

agreement by the Employer should not be unreasonably refused.  All the outcomes within the Personal Training 

Plan may be achieved by the Candidate earlier than the Expected Completion Date and under such circumstances, 
achievement of the final outcome will mark the end of our Agreement. 

 

Clause Six Termination Of The Candidate’s Programme Of Training 

6.1  Termination By The Employer Or Candidate 

        The Employer shall notify Mentor M.A. within 3 days of the Candidate’s employment ending with the  

        Employer. 
 

 6.2  Termination By Mentor M.A. 

        If, in the opinion of Mentor M.A., the Candidate fails to make satisfactory progress with his/her programme of  
        training, Mentor M.A. shall reserve the right to terminate its services to both the Candidate and the Employer  

        in relation to the Candidate’s programme of training and, consequently, to end our Agreement. 
 

Clause Seven Termination Of Our Agreement 

7.1   Summary Termination 

        Mentor M.A. shall reserve the right to terminate our Agreement with immediate effect by providing notice in  

        writing to the Employer, if 

(a) the Employer defaults on any payment of fees due to Mentor M.A., or 

(b) a petition is presented for the appointment of an administrator to the Employer, or 

(c) a receiver is appointed over all or any of the assets of the Employer, or 
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(d) the winding up of the Employer has commenced, or 

(e) Mentor M.A. goes into liquidation or makes any composition or arrangement with its creditors, or 
(f) any event occurs entitling the Employer to apply for the appointment of a receiver, or                                           

(g) the circumstances of the Employer are such that it may be wound up by the Court in terms of Section 

122 of the Insolvency Act 1986, or 
(h) the Employer defaults under any fixed or floating security, or 

(i) where the Employer is an individual: 

                    - in Scotland, the Employer becomes apparently insolvent within the meaning of Section 7 of the   

                    Bankruptcy (Scotland) Act 1985, or  

(j) where the Employer is a Firm or a number of persons acting together in any capacity, if any of the 

events specified above occur in respect of any of those partners of a Firm. 
 

 7.2   Termination For Breach 

        Either party may terminate our Agreement with immediate effect by providing notice in writing to the other  
        party if the other party commits a breach of any of the terms of our Agreement, provided that the aggrieved  

        party in its discretion serves a notice on the other party requiring the breach to be remedied (if capable of  

        remedy) and specifies how the breach should be remedied within a reasonable period specified in the notice  
        and, if the breach has not been remedied to the satisfaction of the aggrieved party by the date of expiry of the  

        notice, the aggrieved party may then terminate our Agreement with immediate effect. 
 

        The Employer must notify Mentor M.A. in writing forthwith upon the occurrence of any fact, matter or  

        circumstance which constitutes a breach of our Agreement or otherwise gives Mentor M.A. the right to  

        terminate our Agreement. 
 

 7.3   Termination By Completion of the Personal Training Plan 

         Our Agreement shall terminate automatically on the date on which the Candidate’s Personal Training Plan is  
        completed, i.e. when the final outcome expressed in the Personal Training Plan is achieved.  

 

 7.4   Termination Of Operating Contract 

        Our Agreement, where it includes a SDS National Training Programme, shall terminate summarily and  

         automatically if the Operating Contract or Licence between Mentor M.A. and Skills Development Scotland is  
        terminated for any reason. 

 

 7.5   Termination And Contract Breaker 
         Following termination of our Agreement through wilful breach of these Terms and Conditions or, following  

         termination of the Candidate’s employment including circumstances which constitute constructive  

         termination or, following termination by the Employer for any reason about which a formal complaint has not  
         previously been lodged with Mentor M.A. with an opportunity afforded to remedy, the Employer shall not  

         continue the Candidate’s training programme or arrange a similar programme of training with another  

         licensed training organisation at any time after a Personal Training Plan has been agreed between the parties  
         in respect of the Candidate, unless a sum of money is paid by the Employer to Mentor M.A. commensurate  

         with the output based funding element applicable to the Modern Apprenticeship Framework specified on the  

         face on the Candidate’s Personal Training Plan which would otherwise have been claimed from Skills  
         Development Scotland by Mentor M.A. upon achievement by the Candidate of the vocational qualification  

         specified on the Candidate’s Personal Training Plan. 
 

         The applicable rates are described in the Schedule of Financial Arrangements annexed to these Terms and  

         Conditions and are termed "the contract breaker". 

 
Clause Eight Assisting The Candidate Following Termination 

Following termination of our Agreement,  Mentor M.A. shall reserve the right to offer assistance to the Candidate 

in finding an alternative Employer with which the Candidate may continue his/her programme of training under a 
new Agreement. 
 

In the event that the departed employer has been charged any fees by Mentor M.A. and Candidate continues or 

recommences his/her programme of training with another Employer, no refund or credit shall be due to the 

departed Employer. 
 

Clause Nine Complaints Procedure 

The Employer may lodge a formal complaint about any aspect of the service provided by Mentor M.A. pursuant to 
our Agreement about which the Employer is dissatisfied. 
 

The complaint must be lodged in writing, addressed to the Training Director at the registered office of Mentor 

M.A. and must be delivered using recorded delivery surface mail. The complaint will be acknowledged within 3 

working days of its receipt. 
 

The complaint will be investigated by the Training Director and a written response will be despatched to the 

complainant within 14 working days of its receipt. 
 

Any corrective action arising from the complaint will be implemented within 28 days of receiving the complaint. 
 

If the complainant is dissatisfied with the response of the Training Director, if the corrective action appears not to 

have been satisfactorily implemented or if the complaint recurs, a further written complaint may be similarly 
lodged with the Training Director of Mentor M.A.. 
 

In such an event, a written response will be provided to the complainant by the Training Director of  Mentor M.A. 

within 14 working days of receiving the further complaint. 
                                              

If the complainant remains dissatisfied with the Training Director's response and action, the Employer may 

terminate our Agreement forthwith by notice in writing. 
 

Alternatively or, additionally at such a juncture, if the Candidate’s Personal Training Plan relates to a SDS funded 

National Training Programme including a SDS Modern Apprenticeship and the Employer is dissatisfied with the 
outcome of the complaint to Mentor M.A., the Employer may make a complaint to:  

Skills Development Scotland, Monteith House, 11 George Square, Glasgow G2 1DY.  Tel: 0800 917 8000. 
 

Should the Training Director of Mentor M.A. deem the complaint unreasonable or unfounded and, should the 

Employer continue the Candidate’s programme of training with another training supplier where the Candidate is a 

Modern Apprentice, the contract breaker described in Sub-clause 7.5 shall be charged and, if necessary, pursued 

through litigation. 



 

 

Clause Ten Notices 

Any notice or other communication requiring to be served under or in connection with our Agreement, other than a 

complaint, the procedure for which is described in Clause 9 hereof, shall be in writing and shall be addressed to the 

Registered Office of Mentor M.A. for the attention of the Secretary or, in the case of the Employer, to its registered 
office or principal place of business as specified on the Course Booking Form.  Such notices shall be deemed to 

have been tendered at the time of posting. 
 

Each party shall advise the other of any change to the address of its Registered Office or principal place of business 

from that specified on the Course Booking Form within 14 days of the change occurring, by serving a Notice as 

described above. 
 

Clause Eleven Other Relevant Communications 

Any communication not requiring to be formally served under or in connection with our Agreement but relevant to 
the Candidate’s programme of training, including but not limited to invoices, achievement updates, progress 

reviews, completion confirmations and satisfaction surveys will be transmitted by email to the Employer’s email 

address entered on the Course Booking Form. The Employer shall provide a valid email address for these purposes 
and shall regularly monitor its mailbox for receipt of such communications. 
 

Additionally, where the Candidate is a Modern Apprentice, the Employer shall provide a valid email address on the 

SDS Modern Apprenticeship Training Agreement to enable SDS to transmit validation requests concerning the 

start of its Modern Apprentice and of progress being made towards his/her Modern Apprenticeship Personal 
Training Plan.  The Employer shall regularly monitor its mailbox for receipt of such communications and shall 

respond appropriately within 14 days of receipt. 
 

The Employer shall advise Mentor M.A. of any change to the email address from that specified on the Course 

Booking Form within 14 days of the change occurring, by sending an email to admin@mentor.org.uk. 
 

Clause Twelve Marketing and Non-essential Communications and Privacy 

Any other non-essential or marketing communication, including but not limited to funding opportunities and 
additional training courses will be transmitted by email to the Employer’s email address most recently advised. 
 

The Employer may advise Mentor M.A. of its preference not to be contacted for such purposes, by replying to such 
an initial email with a request to opt out or by sending an email to customerservices@mentor.org.uk advising of its 

preference in advance. 
 

Mentor M.A. shall fully comply with the General Data Protection Regulations (GDPR). 

 
Clause Thirteen Access To Candidates 

The Employer shall grant access to the Candidate on the Employer's premises, for the purposes of monitoring, 

assessing, auditing and evaluating the training programme, to the staff and agents of Mentor M.A., the awarding 
body for the qualification specified in the Candidate’s Personal Training Plan and, where the Candidate is a 

Modern Apprentice, to Skills Development Scotland, The National Audit Office, Scottish Government Ministers, 

The European Commission and the European Court of Auditors, all pursuant to the Candidate’s programme of 
training and such representatives shall have the right to view operations carried out pursuant to the Candidate’s 

Personal Training Plan. 

 
Clause Fourteen Property Rights 

Mentor M.A. shall retain sole property rights to all training and assessment materials and publications supplied by 

Them for the benefit of the Candidate, including but not restricted to, assessment records, learning resources and 
other study aids, text books and other printed reference matter.  Ownership of the Candidate’s evidence portfolio 

shall vest with the Candidate. 
 

Mentor M.A. shall have unrestricted access to all such material entrusted to the Employer. The Employer shall 

surrender all such material to Mentor M.A. upon request for the purpose of monitoring and recording the 
Candidate’s progress or welfare or, for subsequent removal following termination or completion of the Candidate’s 

programme of training with the Employer. 
 

The Employer shall take reasonable care to avoid loss of or damage to all such material whilst on the Employer's 

premises.  Loss, disposal of or damage to such property whilst on the Employer’s premises will be charged to the 

Employer at the rate required to replace such material. 
 

Intellectual property rights in any and all material produced by Mentor M.A. or that bears the name or logo of 
Mentor M.A. shall vest with Mentor M.A.  The Employer shall not photocopy or otherwise reproduce any such 

material, either in full or in part nor allow others to do so, without the explicit written authority of Mentor M.A. 
 

The Employer shall ensure no inspection of, or entry in, the Candidate’s assessment records by unauthorised 

persons or organisations. For the avoidance of doubt, authorised persons are restricted to staff of Mentor M.A., the 

designated workplace trainer(s) and staff or agents of the awarding body responsible for certificating the 
Candidate’s qualification achievement pursuant to the Candidate’s programme of training and, where the 

Candidate is a Modern Apprentice, to staff or agents of Skills Development Scotland. 

 
Clause Fifteen Insurance 

The Employer shall take out and maintain adequate insurance against all usual risks, including without limitation to 

the scope thereof, all losses and damages which are the result of fault or negligence on the part of the Employer in 
the performance of the Candidate’s Personal Training Plan, including Employer's Liability, Public Liability and 

Property Damage. The Employer will, if requested by Mentor M.A., produce a certificate of such insurance 

showing the applicable coverage currently in force, and will give Mentor M.A. 30 days written notice before such 
insurance is altered or cancelled. 
 

Mentor M.A. shall not be liable for any injury, loss or damage whatsoever or to whomsoever caused by any act, 

default or omission of a Candidate under the Candidate’s Personal Training Plan. The Employer shall indemnify 

Mentor M.A. against any payments which Mentor M.A. shall be liable to make in respect of any injury, loss or 
damage caused by any act, default of omission for which Mentor M.A. would not otherwise be liable in terms of 

this Clause, provided that the Employer is also liable in law for such injury, loss or damage. 

 
Clause Sixteen Financial Arrangements 

The costs of many of our training courses, both with and without a public contribution are illustrated on our 

website under the “Courses” menu. 
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As public funding of Modern Apprenticeships can be complex depending upon age, disability, care experience and 

prior funding of a Candidate, a cost enquiry may be submitted through the “contact us” facility on our website or 
by email to enquiries@mentor.org.uk that includes the prospective Candidate’s details of the above. 
 

A Course Booking Form will require to be signed by the Employer prior to any course commencing and will bind 
the Agreement between us. 
 

The financial arrangements concerning Modern Apprentices will be described in a Schedule of Financial 

Arrangements annexed to these Terms and Conditions and shall form part of our Agreement. 
 

The Schedule of Financial Arrangements may be varied by serving the Employer a minimum of 4 weeks advance 

notice in writing.  Any revised Schedule of Financial Arrangements shall be effective from the date specified in the 

revised Schedule, providing that a minimum of 4 weeks advance notice has been tendered in accordance with 
Clause 10 of these Terms and Conditions.   
 

In the event that a variation to the Schedules of Financial Arrangements places the Employer at a financial 

disadvantage, the Employer may terminate our Agreement on the day preceding the effective date of change as 

specified in the revised Schedule, by notice in writing to Mentor M.A. forthwith.  For the avoidance of doubt, 
under such circumstances, penalties described in Sub-clause 7.5 shall not be applied. 

 

Clause Seventeen Suspension of Services 

The Candidate may not be supported by us again after the initial course induction until we have received payment 

in accordance with our payment terms of 14 days, as we incur immediate costs such as SVQ registration, Modern 

Apprenticeship registration, portfolio, text book and learning resources and, of course, assessor time. 
 

Mentor M.A. shall reserve the right to suspend its services in relation to the Candidate’s programme of training if 

the Employer defaults on payment of any sum due to Mentor M.A.  In such an event, the Employer shall be 
deemed to be in breach of our Agreement and the conditions described in Sub-clauses 7.2 and 7.5 herein shall be 

applied. 

 

Clause Eighteen Interest and Charges on Late Payments 

Mentor M.A. shall reserve the right to charge interest to Employers on invoices unpaid after 14 days. Interest at the 
rate of 8% above the Bank of England base rate at the time the payment becomes late will be applied daily on the 

principal sum outstanding or on the reducing balance, as appropriate, until full payment is received. 
 

Additionally, Mentor M.A. shall reserve the right to charge the Employer a late payment administration charge of 

£25.00 for invoices unpaid after 14 days and a debt pursuit charge of £40.00 for invoices unpaid after 28 days. 
 

Legal costs incurred by Mentor M.A. in pursuing a debt exceeding 85 days shall be sought from the Employer in 

the course of litigation. 
 

Clause Nineteen Survivability 

Following termination of our Agreement, neither Mentor M.A. nor the Employer shall have any further obligation 
or right with respect to the other party except as set out in this Clause, provided that the provisions of Clause 14 

and Clause 18 hereof shall survive such termination. 
 

Additionally, following termination of our Agreement under the provision of Sub-clause 7.2 of these Terms and 

Conditions where the Employer has breached our Agreement, the Employer shall have no further obligation or 

right towards Mentor M.A. except as set out in this Clause 19, provided that the provisions of Sub-clause 7.5, 

Clause 14 and Clause 18 hereof shall survive such termination. 
 

Termination of our Agreement shall not prejudice or affect any right of action which shall have accrued or shall 

thereafter accrue either to Mentor M.A. or to the Employer. 
 

On termination of our Agreement for any reason, the Employer shall provide such assistance as Mentor M.A. may 

reasonably require including delivering to Mentor M.A. or as it may direct, all documents and data in the 
possession, control or custody of the Employer relating to the performance of the Employer's obligations 

hereunder. 

 
Clause Twenty Assignation 

Our Agreement is personal to the Employer named on the Course Booking Form and the Employer shall not assign 

our Agreement to any other party. 
 

Clause Twenty-one Severability 

If any provision of these Terms and Conditions is held invalid, illegal or unenforceable for any reason, such 
provision shall to that extent be deemed not to form part of our Agreement and the enforceability of the remainder 

of our Agreement shall not be affected. 

 
Clause Twenty-two Waiver 

The failure of either party to seek redress for violations, or to insist upon strict performance of any term or 

condition expressed herein or, failure of either party to exercise any right or remedy to which it is entitled 
hereunder, shall not constitute a waiver thereof. A waiver of any default shall not constitute a waiver of any 

subsequent default. No waiver of any of the terms or conditions expressed herein shall be effective unless it is in 

writing. 
 

Clause Twenty-three Governing Law 

Our Agreement shall be governed by and construed in accordance with Scottish Law and the parties shall submit to 
the exclusive jurisdiction of the Scottish Courts. 
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SCHEDULE OF FINANCIAL ARRANGEMENTS 

attaching to the Standard Terms and Conditions 

 

In respect of a Candidate undertaking a programme of training 

 

1. RESPONSIBILITIES 

In all cases, Mentor M.A. is responsible under our Agreement for conducting assessment of occupational skills and knowledge, and 

the Employer shall be responsible for financing the delivery of any education or training which may be required to fulfil a training 
need of the Candidate. 

 

Where the Modern Apprenticeship framework includes skill components which require to be delivered or assessed outside the 
expertise of Mentor M.A., the Employer shall be responsible for financing both delivery and assessment of those skill components. 

 

In all cases, the Employer is responsible for paying the Candidate not less than the prevailing statutory rate of National Minimum 
Wage and for determining the rate prevailing for the Candidate’s age at any time.  For the avoidance of doubt, Mentor M.A. is not 

responsible for alerting the Employer to any change in the Candidate’s entitlement to a change of rate of the National Minimum Wage. 

 

2. MODERN APPRENTICESHIP AT SCQF LEVEL 5 (FORMERLY SVQ LEVEL 2) 

Notwithstanding Sub-clause 7.5 of the foregoing Terms and Conditions, where the Candidate is aged between 16 and 19 years at the 

outset of the Candidate’s Modern Apprenticeship Personal Training Plan leading to a Scottish Vocational Qualification (SVQ) at 
SCQF Level 5, Mentor M.A. shall charge the Employer a contribution of £250 per Candidate per annum towards costs for the duration 

of the Candidate’s Modern Apprenticeship Personal Training Plan, in respect of the minimum number of units required for the 

qualification.  Where the Candidate is aged between 20 and 24 years at the outset of the Candidate’s Modern Apprenticeship Personal 
Training Plan leading to a Scottish Vocational Qualification (SVQ) at SCQF Level 5, Mentor M.A. shall charge the Employer a 

contribution of £1,800 per Candidate, in respect of the minimum number of units required for the qualification, payable in 4 quarterly 

instalments of £450.  Charges shall apply to units additional to those required as a minimum at a rate of £250 per unit or at a rate 
otherwise notified in accordance with Clause 16 of the foregoing Terms and Conditions.  The contract breaker, referred to in Clause 

7.5, is £600. 

 

3. MODERN APPRENTICESHIP AT SCQF LEVEL 6 (FORMERLY SVQ LEVEL 3) 

Notwithstanding Sub-clause 7.5 of the foregoing Terms and Conditions, where the Candidate is aged between 16 and 19 years at the 

outset of the Candidate’s Modern Apprenticeship Personal Training Plan leading to a Scottish Vocational Qualification (SVQ) at 
SCQF Level 6, Mentor M.A. shall charge the Employer a contribution of £855 per Candidate, in respect of the minimum number of 

units required for the qualification, payable in 3 quarterly instalments of £285.  Where the Candidate is aged between 20 and 24 years 

at the outset of the Candidate’s Modern Apprenticeship Personal Training Plan leading to a Scottish Vocational Qualification (SVQ) at 
SCQF Level 6, Mentor M.A. shall charge the Employer a contribution of £3,000 per Candidate, in respect of the minimum number of 

units required for the qualification, payable in 12 monthly instalments of £250.  Charges shall apply to units additional to those 

required as a minimum at a rate of £300 per unit or at a rate otherwise notified in accordance with Clause 16 of the foregoing Terms 
and Conditions.  The contract breaker, referred to in Clause 7.5, is £900. 

 

4. FUNDING SHORTFALL CHARGES 

Where a Candidate enters his/her Modern Apprenticeship training programme having previously attracted a financial contribution 

from Skills Development Scotland and the previous SDS’ contribution is deducted from the value of his/her new Modern 

Apprenticeship but all units require to be delivered as a minimum for achievement of the qualification, Mentor M.A. may charge the 

Employer an additional contribution reflective of the prior funding that will be deducted from the value of the Candidate’s new 

Modern Apprenticeship training programme. 

 

5. SPECIAL LEARNING OR ASSESSMENT NEEDS 

Where a Candidate is assessed as requiring additional training or support or requires additional assessor time as a result of any special 
learning or assessment needs whatsoever, Mentor M.A. shall charge the Employer an additional fee towards costs.  This fee will be 

variable and will depend upon the extent of the Candidate’s additional requirement.  This fee will be additional to any applicable 

charges described in other Clauses within this Schedule. 
 

6. WORKPLACE VISIT CANCELLATION CHARGES 

Mentor M.A. shall reserve the right to charge the Employer an amount of £25 in respect of a prearranged visit by Mentor M.A. to the 
Candidate’s workplace failing to be cancelled by the Employer within 24 hours of the scheduled appointment, where the Candidate is 

not in attendance or is otherwise unavailable for any reason, including termination from the Employer’s employment. 

 

7. VALUE ADDED TAX 

All fees and charges are not subject to VAT. 

 

8. REFUND POLICY 

Fees are non-refundable and non-transferable in the event of a Candidate leaving before course completion.  Once raised, our invoice  

must be paid, even in the event of the Candidate leaving or completing his/her programme of training within the instalment period.     
Once course termination notice is received by us, in writing or by email from the Employer, no further instalments will be charged. 

 

9. CHARGES TO THE CANDIDATE 

The Employer shall not charge the Candidate any fee or financial contribution towards the Candidate’s Modern Apprenticeship 

programme of training. 
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SCHEDULE OF HEALTH AND SAFETY REQUIREMENTS 

attaching to the Standard Terms and Conditions 

 

 

1. It shall be the responsibility of the Employer to ensure the health, safety and welfare of Candidates on its premises.  The Employer shall 

ensure that Candidates are aware of any prohibition on the use by them of any tools, equipment, machinery, products or chemicals, and 

of any areas on the premises or on any associated workplaces which may be restricted to them. The Employer shall ensure that 

Candidates receive adequate information, instruction and training in the use of all tools, equipment, machinery, and in the handling and 
storage of chemicals in pursuance of their duties and that Candidates continue to be supervised whilst performing all tasks until their 

competency is proven. 

 
2. The Employer shall deliver on or by the first day of the Candidate’s programme of training, an induction to the Candidate’s workplace 

that includes:- 

 

 Introduction to fellow staff and team members, manager(ess) or owner and workplace supervisor/in-house trainer. 

 Hours of work and training, lunch and rest breaks. 

 Fire alarms and warnings, location and use of fire extinguishers, escape routes, fire exits and evacuation procedures. 

 Assembly points and re-entry procedures. 

 Location of first aid box, first aider/responder, procedure for reporting accidents and for recording details in accident book. 

 Responsibilities towards company's Written Safety Policy (if applicable). 

 Implications of workplace risk assessment and relevant precautions. 

 Location of workplace "Health & Safety Law" poster or personal issue of HSE leaflet, "Health & Safety Law".  

 Prohibited locations, machinery, tools, equipment, products or chemicals. 

 Handling and storage of dangerous equipment and hazardous substances. 

 Policy of company towards: discount on staff purchases or treatments, requirement to wear and, payment of work overalls or 
outfits and of personal protective clothing and equipment. 

 Policy on mobility to other branches or sites.  

 Rate, frequency and method of pay and payment for absences policy. 

 
3. The Employer shall abide by the prohibition regulations applicable to persons under 18 years of age as specified under health and 

safety legislation. 

 
4. The Employer shall provide essential protective clothing to the Candidate, and must maintain a suitable stock in a suitable size and in a 

suitable condition for use by the Candidate. 
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- Annex 3 - 

 

SCHEDULE OF OBLIGATIONS TOWARDS THE PERSONAL TRAINING PLAN 

attaching to the Standard Terms and Conditions 

 

In respect of a Candidate undertaking a programme of training 

 

1. The Employer named on both the Course Booking Form and on the face of the Candidate’s Personal Training Plan shall be 

responsible for delivering or outsourcing at the Employer’s expense, all technical or practical training specified in the Candidate’s 

Personal Training Plan as agreed between the parties at the outset of the Candidate’s programme of training or as revised from time to 

time with the agreement of all parties. 
 

2. The Employer shall deliver on or by the first day of the Candidate’s programme of training, an induction to workplace 

 
3. The Employer shall provide, or shall arrange provision of, all technical or practical training specified in the Candidate’s Personal 

Training Plan in accordance with the hours of work and training specified in the Candidate’s Personal Training Plan. 

 
4. Mentor M.A. shall deliver to the Candidate, all theory or knowledge based education and training specified in the Candidate’s 

Personal Training Plan, or shall subcontract the delivery of theory or knowledge based education and training to another training 

supplier, as agreed between the parties at the outset of the Candidate’s programme of training or as revised from time to time with the 
agreement of the parties. 

 

5. Mentor M.A. shall undertake assessment of the Candidate’s technical skills and knowledge to the occupational standards published for 
Scottish Vocational Qualifications (SVQ's) and revised or updated from time to time at the SCQF Level of SVQ specified on the face 

of Candidate’s Personal Training Plan, or shall subcontract assessment of the Candidate’s technical skills and knowledge to another 

training supplier, in accordance with the outcomes agreed between the parties and described in the Candidate’s Personal Training Plan. 
 

6. Where the Employer employs a qualified assessor who has been authorised by Mentor M.A. to make entries in the Candidate’s records 

of assessment, the Employer’s assessor shall complete an Achievement Update document provided by Mentor M.A. for the purpose of 
recording achievement of unit outcomes, ensure that it is signed by the Candidate, by the assessor and by the Employer and dated by 

each party on the date on which the unit outcome was achieved and will provide Mentor M.A. with the completed document within 21 

days of the unit outcome being achieved. 
 

7. The Employer shall permit reasonable access to both the Candidate and to the Candidate’s in-house trainer(s) on the Employer's 

premises and to any other site location specified within the Candidate’s Personal Training Plan to the staff or agents of Mentor M.A. , 
for the purposes of assessing or reviewing the Candidate’s progress towards his/her objectives as described in the Candidate’s Personal 

Training Plan by whatever appropriate means or, for the purpose of delivering or supporting the Candidate’s learning of knowledge 

skills pursuant to the Candidate’s Personal Training Plan or, for collecting evidence of the Candidate’s competency, including but not 
restricted to observation of work, witness testimony, assignments, product evidence, personal account and professional discussion. 

 

8. Notwithstanding Condition 5 of this Schedule, Mentor M.A. shall visit the Candidate on the Employer's premises as a minimum of 
once every 12 weeks to fulfil its obligations to review the Candidate’s progress towards his/her Personal Training Plan.  The Employer 

or the Employer’s in-house trainer of the Candidate shall make him/herself available at the pre-arranged visit time for the purpose of 

reviewing the Candidate’s progress with his/her Personal Training Plan in collaboration with the Candidate and his/her Skills 
Assessor.  

 

9. As part of our standard service to the Employer, Mentor M.A. Skills Assessors shall endeavour to visit the Candidate on 12 occasions 

per annum at mutually convenient times by advance appointment on a month to month basis for the purpose of assessing or supporting 

the Candidate’s learning.  Visits by our Skills Assessors shall not be arranged between circa 10th December and 3rd January in any 

year. 
 

10. Mentor M.A. can provide an enhanced service to Employers that includes more frequent Skills Assessor visits, for which an additional 
charge shall be made to the Employer, at a rate of £100 per half day of 3½ hours.  Requests for additional visits should be made at 

least 14 days in advance by sending an email to enquiries@mentor.org.uk.  

 
11. Mentor M.A. can provide technical training on a one-to-one basis to Candidates on the Employer’s premises, for which an additional 

charge shall be made to the Employer, at a rate of £125 per half day of 3½ hours.  Requests for additional visits should be made at 

least 14 days in advance by sending an email to enquiries@mentor.org.uk.  
 

12. The Employer or the Employer’s in-house trainer of the Candidate shall become familiar with the National Occupational Standards for 

the qualification specified within the Candidate’s Personal Training Plan, either by referring to the standards published in the 
qualification specification available in the Candidate’s Log Book or through the advice of the Candidate’s Skills Assessor.  The 

Employer shall respect that competency has been achieved for outcome certification by the relevant awarding body once the Candidate 

has demonstrated that the National Standard has been reached, even if the Candidate has not attained any higher standard imposed by 
the Employer.  
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