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Welcome to Creative Process

Creative Process Digital supports employers to develop the 
digital skills and capabilities they need for the 21st Century.  
We do this via the digital apprenticeship that we launched 
with Government at Apple’s UK HQ in London and at i-
crossing (Hearst Corporation) in Brighton.  We deliver 
upskilling and training to your existing workforce or help you 
to attract, select and recruit young talent.

92% of Creative Process digital apprentices continue with 
their employer once they have achieved their apprenticeship, 
many going on to become senior members of the team.
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Pre-Programme and On-Programme
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An apprenticeship will last for 15 months for Multi-Channel Marketing, 14 
months for the Content Creator. This is called the ‘on-programme’ period and 
there will be several steps an apprentice, Creative Process Digital and the 
employer will have to undertake during this time.

Pre-Programme
Employer selects the right apprentice for their business Apprentice recruited – 
new or existing employee. The employer and Creative Process Digital agree 
a training plan to cover the technical knowledge and the skills behaviours , 
covered by the chosen apprenticeship standard.

On-Programme
The apprentice completes their on-programme learning, which will include on 
the job and off the job training and completion of the knowledge modules/
vendor qualifications. The apprentice’s off the job training hours will equate to 
20% of their contracted hours for the duration of the programme. In simple 
terms this normally equates to one day per week.

The employer, Creative Process Digital and the apprentice agree that the 
apprentice is ready for end point assessment and has met all the criteria set 
out in the apprenticeship.











https://www.gov.uk/






The Health and Safety at Work Act (1974) places statutory duties on both 
employers and employees alike.  To enable these duties to be enforced, it is the 
policy of Creative Process Digital to ensure that responsibility for health and safety is 
properly assigned, accepted and fulfilled at all levels of our organisation.  It is a 
requirement of the apprenticeship programme to ensure the health, safety and 
welfare of all of our learners, employees and visitors. This includes ensuring that the 
working environment is safe and without risk to health and safety.

Health and Safety Vetting: Prior to the apprentice starting their course, we have 
various documents to complete.  One of these is a vetting form that enables us to 
check that your systems comply with necessary legal requirements.  When visiting a 
new placement, a competent member of staff will ask for a tour of the building, 
paying particular attention to the area where the apprentice will be working.  They 
will then ask some basic Health and Safety questions.  From this visit various 
recommendations may be made which must be implemented before the apprentice 
can start the programme. You will need to provide the following documentation:

1.H&S policy
2.Risk Assessment
3.Employer’s liability insurance

Accident Procedure: If your apprentice has an accident in the workplace that 
requires more than 3 days sick leave, it is important that Creative Process Digital 
is informed, as well as the relevant authorities. Please contact us immediately: 
Stephen Burkes, 01273 232273  Stephen@creativeprocessdigital.com

Health and Safety 
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Equality and Diversity
It is the commitment and objective of all staff at Creative Process Digital to 
implement a policy of equality of opportunity for all.  To this end we will work 
towards: the elimination of unlawful discrimination and harassment in 
employment and service delivery; the promotion of equality of opportunity for all; 
the promotion of good relations between different groups and positive attitudes 
towards disabled people

Safeguarding Learners
Creative Process Digital is committed to safeguarding the welfare of its learners. 
We believe every learner should be valued, safe and happy.  We want to make 
sure that our learners know this and feel able to tell us if they are suffering any 
harm.  We want all of our apprentices to enjoy what we have to offer in safety 
and we achieve this by having an effective safeguarding procedure in place.

Travelling for work
If an apprentice is under 18 and is required to travel abroad or out of Sussex for 
work, then please inform Creative Process Digital, so that we can make sure 
appropriate arrangements have been made to ensure their safety.

Stephen Burkes is the Safeguarding Officer for Creative Process Digital. You 
can contact him on:  Stephen@creativeprocessdigital.com  01273 232 273

Equality and Safeguarding 
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Creative Process Digital
We will assist in the recruitment of the apprentice, agree a training plan with 
the apprentice, manage all assessments, ensure national quality standards 
are met and deliver integrated and coherent training.

Training Coach
The role of the Training Coach is to support the apprentice during their 
programme and to monitor the portfolio of evidence collected by the 
apprentice for the competence element of the apprenticeship standard.  
They must be occupationally competent in the vocational area they are 
assessing and will have been approved by an awarding body as a Training 
Coach.  The Training Coach and the Employer will confirm when the 
apprentice is ready for end point assessment.

The Training Coach will work with your apprentice every month. Online 
Smart Sessions will last for 2 hours. Every quarter the Training Coach will 
have a progress review with the apprentice and their line manager. Visits 
with the coach will be conducted remotely and planned with the employer in 
advance. Apprentices must inform their Training Coach if they will not be in 
the workplace at the agreed time.

Tutor
The Tutor is responsible for the classroom teaching part of the 
apprenticeship, known as the Knowledge Modules. 

Roles of Those Involved
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Independent Assessor (IA)
An Independent Assessor will assess each element of the end 
point assessment and will then decide whether to award successful 
apprentices with a pass, a merit or a distinction.

External Quality Assurer (EQA)
The External Verifier works for the awarding body and their key role 
is to ensure consistent interpretation of and adherence to the 
standards across all approved centres for assessment.
Awarding Organisations 

Creative Process Digital holds approved centre status with BCS 
(The Chartered Institute for IT) and Aim Awards.  









Contact Us
Creative Process Digital Telecom 
House  
125-135 Preston Road
Brighton
BN1 6AF
p: 01273 232 273
w:www.creativeprocessdigital.com

Contact
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https://www.facebook.com/Digitalapprenticeships/?ref=bookmarks
https://twitter.com/CProcessDigital
https://www.linkedin.com/company/creative-process-digital-ltd/?viewAsMember=true
https://www.instagram.com/creativeprocessdigital/
www.creativeprocessdigital.com

	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Untitled
	Untitled
	Untitled
	Untitled
	Untitled
	Untitled
	Untitled
	Untitled
	Untitled
	Blank Page
	Untitled
	Untitled
	Untitled
	Untitled
	Untitled
	Untitled
	Blank Page
	Untitled
	Untitled

	Button 3: 
	Button 7: 
	Page 2: 
	Page 3: 
	Page 4: 
	Page 6: 
	Page 8: 
	Page 13: 
	Page 14: 
	Page 12: 
	Page 17: 

	Button 8: 
	Page 2: 
	Page 3: 
	Page 4: 
	Page 6: 
	Page 8: 
	Page 13: 
	Page 14: 
	Page 12: 
	Page 17: 

	Button 38: 
	Page 2: 
	Page 3: 
	Page 4: 
	Page 6: 
	Page 8: 
	Page 13: 
	Page 14: 
	Page 12: 
	Page 17: 



