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Introduction

This document outlines Boom Training's Policy and Procedures for delivering teaching,
learning and assessment through a predominantly remote delivery model. It also defines
the limited circumstances in which face-to-face activity forms part of a programme.

It applies to all Boom Training learners, and to all staff involved in teaching, learning,
assessment and pastoral support, including partner and subcontracted delivery carried out
on Boom Training's behalf.

Boom Training now operates two distinct delivery routes, and this policy distinguishes
between them throughout:

e Coach-led standards: the AAT finance standards (Accounts or Finance Assistant,
Assistant Accountant and Professional Accounting Technician) and CMI Operations
Manager. Delivered by a Learner Success Coach (LSC) through one-to-one video
tutorials, supported by Google Workspace and the ePortfolio.

e Digital and data standards: Data Technician (Level 3), Data Analyst (Level 4), Al and
Automation Practitioner (Level 4) and Cyber Security Technician (Level 3). Delivered in
partnership with Turing College, combining platform-based learning, group open
sessions and project reviews with Technical Mentors, and LSC-led portfolio coaching
and progress reviews.

Policy Statement

Boom Training has evolved into offering a predominantly remote delivery model. The
rationale for this is:

e Itremoves Learner Success Coach travel time which has the following significant
benefits:
o Itreduces the frequency of interruptions to tutorials
o Itincreases the amount of time Learner Success Coaches have available to spend
working with learners
o It reduces the impact the business has on the environment
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It significantly widens access to our programmes by removing geographical limitations
caused by the need for Learner Success Coaches to travel to learners’ workplaces on a
reqular basis

It allows contact with learners to be more frequent and more flexible, because shorter
sessions can be scheduled at the point of need rather than bundled into a single visit
It allows us to deploy specialist occupational and technical expertise to learners
wherever they are based, including Technical Mentors working with learners on digital
and data standards

The procedures set out in this document explain how we will maximise the benefits and
minimise the risks to ensure we deliver high quality teaching and learning as defined in
Ofsted's further education and skills inspection toolkit, in force from 10 November 2025 and
that we continue to meet the expectations set out in the DWP's apprenticeship training
provider accountability framework.

Exceptions to remote delivery

Delivery is remote by default. Face-to-face activity takes place only in the following
circumstances, each of which is planned and recorded in advance:

In-person workshop days: scheduled for learners on digital and data standards. These
are planned teaching events, they count towards off-the-job training hours, and they are
recorded on the training plan.

Invigilated examinations: where the awarding organisation requires in-person
invigilation. This currently applies to AAT assessments only.

Employer-requested on-site activity: where an employer asks for activity to take place
at their premises and this is agreed in advance with the Head of Delivery.

No other face-to-face activity should be arranged without prior agreement.

This policy should be read in conjunction with other Boom Training policies and procedures,
notably:

Information Security & Data Protection

Wellbeing, Safeguarding and Prevent

Quality Management

Initial Assessment and Recognition of Prior Learning and Experience

Artificial Intelligence

Malpractice and Whistleblowing

The Learner Handbook and, for digital and data learners, the Data Learner Handbook
held on Doku

Technology

In moving to remote delivery, we recognise the critical role technology has to play in
enabling and facilitating this model. Boom Training's primary operating software is Google
Workspace. This suite of infrastructure and software includes:
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Google Workspace (all standards)

Gmail: email communications

Drive: used to store learner administration files and some files relating to teaching and
learning such as Training Plans and Progress Reviews, and to store portfolio evidence
for learners on digital and data standards

Sheets: used for a range of documents relating to teaching and learning, including RPL,
Training Plans and Progress Reviews

Docs: Google's alternative to MS Word, also used to give written feedback on learner
submissions through in-document comments

Slides: available for Learner Success Coaches to use to create slide presentations
(primarily for use in virtual classrooms)

Calendar: used by Learner Success Coaches to create appointments with learners and
employers

Chat: used for internal messaging communications between staff

Meet (Google's video call software): Used for video call tutorials with learners and
Progress Review meetings with learners and employers on coach-led standards. Use of
breakout rooms during group teaching sessions.

Digital and data standards

Learners on digital and data standards, and the staff and Technical Mentors who support
them, additionally use:

The Platform: the Turing College learning platform. Used for learning content (modules,
sprints and parts), scheduling and availability for reviews, evaluations and written
feedback, internal learner notes, learner support chat, and the logging of off-the-job
training hours. Progress reviews have been recorded on the platform since 23 April
2026.

Zoom: project reviews, portfolio reviews and group open sessions. These sessions are
recorded. Staff and Technical Mentors use approved Boom Training branded
backgrounds when working with Boom learners.

Circle: the cohort community and messaging tool, which replaced Discord in April 2026
when all learners were transferred across. Technical queries are raised in platform chat;
non-technical queries reach the learner’s LSC as a direct message.

Google Drive: storage of portfolio evidence, structured as set out under Teaching and
Learning below.

Doku: holds the Data Learner Handbook and supports process guidance.

Metabase: reporting on learner progress, deadlines and compliance for staff and
Technical Mentors.

Discord and Intercom, which appeared in the previous version of this policy, are no longer
used for learner communication.

Whilst the above software is Boom Training's preferred choice for Learner Success Coaches
to use, some employers require us to use software they have approved internally.
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Where an employer requires the use of their own software, the LSC must confirm with the
Director of Operations that its use is compatible with our information security and data
protection obligations before any learner information is shared through it.

Approving and monitoring the systems we use

No system may be introduced for teaching, learning or assessment without approval by the
Director of Operations and a data protection review. Where a system includes generative
artificial intelligence features, it must also be assessed against the DfE's Generative Al:
product safety expectations, as required by our Wellbeing, Safequarding and Prevent policy
and our Artificial Intelligence policy.

Filtering and monitoring of the online learning platforms Boom Training owns, provides or
controls is the responsibility of the Director of Operations, supported by the Designated
Safeguarding Lead and our IT provider. This applies in every location from which those
platforms are used, including staff and learners working from home. Effectiveness is
reviewed at least annually and whenever a significant system change is made. We do not
control filtering on employers’ own systems; employers are addressed through the
Safeguarding and Prevent Guide for Employers.

We will continue to provide training and support to staff in using these tools through line
management coaching and encouragement to access Google's Workspace Learning Centre
and other relevant instructional videos available on YouTube.

Learner Success Coaches and Technical Mentors working on digital and data standards are
additionally inducted through the Technical Mentor Onboarding Guidebook and the LSC
Portfolio and Delivery Guidance.

In addition to the above, we also make extensive use of eLearning resources provided by
the awarding organisations and EPAOs we work with, in particular, the Chartered
Management Institute (CMI) and the Association of Accounting Technicians (AAT).

Finally, we use a learning platform through PASS Functional Skills to support delivery of
Functional Skills.

Learner Access, Equipment and Accessibility

Employers are briefed at the start of programmes about the equipment and technology
requirements we have for learners to be able to participate in one of our programmes. We
expect employers to provide apprentices with suitable equipment that enables them to
participate in all aspects of their learning and assessment.

The minimum requirement is a laptop or desktop computer with a working camera and
microphone, and a reliable internet connection. Learners on digital and data standards also
need employer-provided access to the software used in their occupation.
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Where we identify that a learner does not have suitable equipment, we will work with the
employer in order to secure a practical and affordable resolution.

We also ask employers to make available a space in which learners can take part in tutorials
and reviews without being overheard. Where that is not possible, the LSC agrees an
alternative arrangement with the learner so that wellbeing and safequarding conversations
can take place privately.

Digital skills and accessibility

Learners’ digital skills are considered at initial assessment. Where a learner needs
additional support to work confidently online, this is recorded on the training plan and built
into tutorials.

Reasonable adjustments are made in line with our duties under the Equality Act 2010 and
are recorded on the training plan. The PASS Functional Skills platform provides coloured
overlays and text-to-speech. Accessibility improvements to the Turing College platform are
in development.

Expectations of learners

Expectations of learner behaviour when on video calls are laid out in the Learner Handbook
and, for digital and data learners, in the Data Learner Handbook held on Doku. They are
summarised under Conduct on video calls below.

Teaching and Learning

Coach-led standards

Teaching and learning for coach-led standards is delivered remotely using the following
blend of methods:

e Video call tutorials and Progress Reviews
These video calls will account for the majority of teaching and learning and all Progress
Reviews. Pastoral support is also carried out where appropriate, and a wellbeing check
should be undertaken at the start of each session.
e Ecordia ePortfolio
Ecordia is the cloud-based platform we use to:
- store learners’' completed coursework and portfolio evidence
- record notes of tutorial sessions and progress reviews
- record off-the-job learning hours completed by learners
- track learner progress towards achievement of the apprenticeship KSBs and Gateway
readiness
- notify Learner Success Coaches that a learner has submitted a piece of coursework
- notify learners that a piece of coursework has been reviewed and assessed
e Email communications
Used as an additional communication channel outside Ecordia and for pastoral support.
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Digital and data standards
Teaching and learning for digital and data standards combines four elements:

e Platform Llearning: learners work through modules, sprints and parts on The Platform.
Because off-the-job training cannot be met through self-directed online learning alone,
platform study is planned alongside taught and interactive activity rather than in place
of it.

e Open sessions and workshops: group sessions with Technical Mentors delivered on
Zoom, together with scheduled in-person workshop days. Attendance at open sessions
is required and is recorded.

e Project and portfolio reviews: one-to-one reviews with a Technical Mentor or Learner
Success Coach, delivered on Zoom and recorded.

e Portfolio coaching and progress reviews: led by the LSC, who retains ownership of the
learner journey through to Gateway.

Portfolio submission and feedback

Portfolio evidence for digital and data learners is held in the learner’s Google Drive folder,
structured as:

e Submitted Projects, the only folder visible and editable to the learner
e Marked Projects, holding LSC-reviewed versions carrying inline feedback
e Portfolio Ready, holding approved final versions only

Files are named [Learner name] - [Project title or number] - Version 1/ Version 2 / Final -
[DD Month YYYY]. KSB coverage is recorded on the learner’'s KSB tracking sheet.

Learner Success Coaches provide written feedback within two calendar weeks of receipt,
using in-document comments, and address general quality, criteria fully met, criteria
partially met and potential criteria. Feedback cycles are limited to three versions; where a
third version still needs fundamental rework, written feedback pauses and a verbal
intervention with the learner and line manager is arranged.

Learners must redact all personally identifiable and commercially sensitive information
before submitting evidence. Where an LSC identifies unredacted information in a
submission, the file is deleted, the learner and line manager are notified, and portfolio
review is suspended until a sanitised resubmission has been approved by the employer. The
LSC also reports it as a data incident under our Information Security and Data Protection

policy.

Progress reviews

Tripartite progress reviews are held with the learner and the employer at least every ten
weeks, and never less frequently than the apprenticeship funding rules require. Each review
records progress against the KSBs, off-the-job training hours completed against plan,
progress in English, maths and digital skills where applicable, and any safequarding,
wellbeing or additional support need.
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The employer completes their section of the review record in advance, written feedback is
required from both the learner and the employer, and the record is signed by the learner, the
employer and the LSC. For digital and data learners, progress reviews are scheduled and
recorded on The Platform.

Pastoral support and wellbeing

Learner Success Coaches have a specific responsibility to provide pastoral support that aims
to ensure the wellbeing of learners, and remote delivery does not change that
responsibility. A wellbeing check is undertaken at the start of each tutorial and review, and
anything raised is recorded.

Remote delivery carries particular risks that staff should be alert to. Learners may be
isolated, may be working from home, and may be more likely to raise a concern in writing,
through Circle, platform chat or email, than in a scheduled session. Written channels are
therefore treated as a route through which disclosures arrive, and a disclosure must never
be left sitting in a chat thread.

Any safeguarding or wellbeing concern is reported the same day to a Designated
Safeguarding Lead, Natalie Harrison or Claire Brogan, with
safeguarding@boom-training.com copied in, in line with our Wellbeing, Safeguarding and
Prevent policy. Learners are asked at induction and at each progress review whether they
have caring responsibilities.

Online safety is addressed with learners in the terms used in that policy: content, contact
including harmful interaction with Al chatbots, conduct including Al-generated or altered
explicit images, and commerce.

Conduct on video calls

Learners

The expectations set out in the Learner Handbook apply to every session:

e a laptop or computer with a working camera and microphone is used, and the camera is
on

e language is appropriate and all participants are treated with respect

e in group sessions, learners do not send private messages to other participants; private
messages are used only to contact the LSC or session lead

Where a learner repeatedly does not meet these expectations, the LSC raises it with the
learner and, where necessary, the employer, and records the discussion.

Staff and Technical Mentors
Staff and Technical Mentors:
e keep their camera on wherever possible, and ensure lighting and audio are adequate

e use approved Boom Training branded backgrounds on Zoom when working with Boom
learners
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e deliver sessions in English, in a professional and supportive tone, from a location where
the session cannot be overheard

e arrange all sessions through Boom Training systems, and do not use personal accounts,
personal telephone numbers or personal social media to contact learners

e report any concern arising in a session to a Designated Safeguarding Lead the same day

Where a one-to-one session is held with a learner aged under 18, it is scheduled through
Boom Training systems, held within the employer’'s normal working hours, and recorded on
the learner file.

Functional Skills

Teaching and learning for Functional Skills is delivered through PASS Functional Skills.

Following the change to the apprenticeship funding rules in February 2025, the requirement
differs according to the learner’s age at the start of the apprenticeship:

e Learners aged 16 to 18 at start: English and maths remain mandatory where an
approved equivalent is not already held. A minimum of Level 1in both is required, and
Level 2 is required before completion of a Level 3 or higher apprenticeship.

e Learners aged 19 and over at start: English and maths are optional and are agreed with
the employer. They are not required in order to achieve the apprenticeship and are not a
condition of Gateway. Where a learner and employer choose to include them, they are
delivered to approved Level 2 and recorded on the training plan.

Learners with learning difficulties or disabilities are considered for Entry Level 3 or for a
formal exemption, which is evidenced on file.

Initial and diagnostic assessment is carried out through PASS Functional Skills and informs
an individual Functional Skills training plan. Delivery must follow that signed plan and must
not be wholly self-directed distance learning. Time spent on English and maths does not
count towards off-the-job training hours.

Off-the-Job Training

This section covers how off-the-job training is planned and evidenced under a remote
model. The full arrangements are set out in our off-the-job training guidance and in the
Quality Management policy.

Planned hours are recorded on the training plan and the apprenticeship agreement and are
returned in the ILR. Progress against them is monitored at every progress review. Learners
on digital and data standards log their hours on The Platform, recording the knowledge or
skill developed; learners on coach-led standards log their hours in the ePortfolio.

Activity counts where it takes place within the learner’s contracted hours, or is matched by
time off in lieu, teaches something new, and relates to the KSBs of the standard. Platform

modules, open sessions, workshops including in-person workshop days, project work and
project reviews, and directed reading and webinars all count. The normal duties of the job,
portfolio write-up, progress reviews, company induction, and English and maths do not.
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Recording, Storing and Sharing Teaching, Learning
and Assessment Sessions

Which sessions are recorded

On digital and data standards, project reviews, portfolio reviews and open sessions are
recorded as standard. On coach-led standards, a tutorial or review is recorded where there
is a specific purpose for doing so: portfolio evidence, revision, or review of teaching
practice.

Recordings are used to support the quality of mentoring and feedback, to review a project
against the assessment criteria, to allow a learner to revisit feedback, to provide an
objective record if a judgement is questioned, and as the basis for quarterly observation of
one-to-one reviews and open sessions. They are not routinely monitored. Any use of
recordings to develop Al-based educational tools requires the separate explicit consent of
the participants.

Lawful basis and notification

For learners with a start date on or after 27 May 2025, recording is carried out under
legitimate interest, as assessed in Boom Training's . Learners are told at induction, and in
the Data Learner Handbook, that reviews and open sessions are recorded, and the Privacy
Notice for Learners explains how recordings are handled. Consent is not the lawful basis, so
learners are not asked to agree to the recording at the start of the call. A learner who
objects should be referred to the Head of Quality and Compliance.

Storing in Ecordia

When storing in Ecordia, recordings should be saved into the learner’s portfolio folder.
Access to recordings will be open to anyone who has access to a learner’s portfolio. This
may include TLA observers, managers, IQA, EQA and Ofsted personnel.

Storing on Google Drive

Any recordings stored on the Google Drive should be stored in the individual learner’s
folder. Sharing settings should be set to ‘restricted’. The file should then only be shared
with people who need to access it. In all cases this must include all participants on the call.
It may also include Boom Training IQA staff and curriculum managers.

Storing on The Platform and Zoom

Recordings of project reviews, portfolio reviews and open sessions for digital and data
learners are held within the platform and Zoom environments, with access restricted to
authorised Boom Training and Turing College staff.

Retention

Recordings of project reviews, portfolio reviews and open sessions are retained for a
maximum of twelve months, or until the learner’s platform access ends, whichever is
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sooner, and are then permanently deleted. Recordings held in the ePortfolio form part of
the learner’s portfolio and are retained for the period set out in our Information Security and
Data Protection policy.

Assessment

Apprenticeship Standards

Apprenticeship standards are all externally assessed. The main vehicle for this is an ‘End
Point Assessment’ (EPA) including one or more of the following elements:

Interview concerning a showcase portfolio
Professional discussion

Presentation followed by Q&A
Observation

Computer-based exams/assessments

AWl EPAs are completed remotely by an End Point Assessor, employed by the relevant End
Point Assessment Organisation (EPAQ) via video call.

In some cases there are also exams that must be taken and passed. In most cases these
exams are also completed remotely using remote invigilation protocols agreed with EPAOs.

In a limited number of cases (e.g. AAT) learners are still required to be invigilated in person.
These are the only assessments for which face-to-face attendance is required; other planned
face-to-face activity is described under Exceptions to remote delivery above. For these
exams, we will work with the learner to arrange for the exam to be sat at an alternative AAT
assessment centre.

Authenticating learner work

Because evidence is submitted remotely, authentication is an explicit part of assessment.
The Learner Success Coach must be satisfied that the work submitted is the learner’s own
before assessing it against the criteria, and where there is any doubt the learner is asked to
talk the work through in a review.

Learners may use generative Al to support research, planning, proofreading and readability.
They must not submit Al-generated narrative, reflective writing or technical explanation as
their own, must not use Al in an invigilated exam or online test, and must not use Al to
fabricate evidence, including off-the-job training hours. Where Al has been used, the learner
declares the tool, the purpose and the scope on the submission and keeps an unalterable
copy of prompts and outputs to produce on request. A learner who cannot produce that
record may find their work cannot be authenticated.

Staff must not use Al to produce an assessment judgement or grade, to generate feedback
presented as their own, or to create observation, progress review or off-the-job training
records. Al detection tools are one source of evidence and are not proof, and no allegation
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is made on a detection score alone. Suspected malpractice is handled under our
Malpractice and Whistleblowing policy.

Quality assurance of remote teaching and assessment

Remote delivery is quality assured through observation of teaching, learning and
assessment, internal quality assurance sampling of portfolio evidence and feedback, and
standardisation. One-to-one reviews and open sessions on digital and data standards are
observed quarterly using session recordings. Observers, IQA and EQA staff and Ofsted
inspectors are given access to recordings and portfolios where required.

Functional Skills

Functional skills are assessed through computer-based exams which are remotely
invigilated by the awarding organisation. This applies to learners for whom English and
maths are required, or have been agreed with the employer, as set out above.

Document Control

This policy will be reviewed annually. It will also be reviewed sooner where statutory
guidance, the apprenticeship funding rules or our delivery model change.

Name: Natalie Harrison
Position: Head of Quality and Compliance
Date: September 2025 Next review date: September 2026

Signature: A%/V‘—’)‘W\

Appendix 1: Notification wording for learners with a start date
on or after 27 May 2025

Recording for these learners is carried out under legitimate interest, so agreement is not
sought at the start of the call. The following wording should be used at induction and
repeated in the calendar invitation for any recorded session:

“Project reviews, portfolio reviews and open sessions are recorded. We do this so that you
can revisit the feedback you are given, so that we can review and improve the quality of
teaching and mentoring, and so that there is an objective record if a question about your
work or your assessment arises later. Recordings are held securely, are seen only by
authorised Boom Training and Turing College staff, and are deleted after twelve months or
when your platform access ends. Our Privacy Notice for Learners explains this in full,
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including how to object. If you have any concerns about a session being recorded, please
speak to your Learner Success Coach.”
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