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1. How does the training programme work? 
1.1 Introduction 

Purpose 

The Environment Agency (EA) has developed this training progamme - in partnership with the 
University of the West of England (UWE), LLFAs and DEFRA - in order to address an industry-
wide shortage of technician engineers with specialist skills relevant to Flood and Coastal Risk 
Management (FCRM). The programme has been running since 2004 exclusively to EA and was 
widened to include local authorities in 2009. 2015 is the final intake year under the current 
contract between UWE and EA, although EA has started the process to go out to tender for a 
similar training programme for the future. 

Trainees gain an exceptional start to a potential career in civil engineering, gaining work 
experience in the workplace and academic skills at UWE. Mentors assist the development of 
future FCRM employees, whose work experience and academic study during this training 
programme will be recognised by the award of a foundation degree (FdSc) in River & Coastal 
Engineering.  

Accreditation with professional bodies 

The foundation degree from UWE is accredited by the Institution of Civil Engineers (ICE) as fully 
meeting the educational base for Technician Membership of their organisation (TMICE). On 
successful completion of a Technician Professional Review, the trainee may register as an 
Engineering Technician (EngTech) with the Engineering Council. The outcome of the River & 
Coastal Engineering training programme is a well-rounded individual who will be well placed to 
apply for suitable employment within the industry and will be able to ‘hit the ground running’. 

Structure of the programme 

Trainees spend the first 9 months of the programme based at UWE in Bristol. During that time, 
both mentor and trainee take responsibility to proactively stay in contact, arrange visits to the 
workplace and monitor University performance – with both receiving regular feedback from 
UWE. Trainees will take academic holiday in line with UWE’s timetable and it is expected that 
occasional visits to the workplace will be arranged at mutually convenient times during these 
academic holiday periods. 

From the July following the commencement of the programme, trainees will be permanently 
based at their sponsoring workplace for a programme of workplace training. This may include 
secondments to other workplaces by mutual agreement. 

During their workplace training period, trainees undertake their study through a form of “blended 
learning”, where they attend UWE for four block weeks throughout the year, as well as studying 
distance learning materials between block weeks. This is a full time programme of study for the 
students, in addition to time spent on workplace training. Therefore, two days a week must be 
allocated to the distance learning requirements and a workplace training programme should be 
developed for the remaining three days a week. Students will need to work in their own time 
during evenings and weekends to complete their studies. 

It is recommended that trainees are allocated annual leave during the period they spend in the 
workplace – plus one day for attending their graduation ceremony in Bristol. 
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Fees 

For the duration of the programme, University tuition fees will be paid directly to UWE by EA. 
Trainees will not receive any training allowance during the first 9 months at UWE and will be 
required to cover living expenses themselves.  

Training allowance 

From the month they begin workplace training, £1,000 per month will be paid to the trainees 
without deduction of tax or National Insurance. This is possible because they are not employed, 
but under a Training Agreement – see HMRC definition here. Payroll departments will need to 
notify HMRC of these arrangements. If in doubt about this, please contact Theresa Rooke at the 
earliest opportunity.  

Contacts 

EA RaCE programme manager – Jon Naylor 

EA RaCE programme administrator – Theresa Rooke 

UWE RaCE programme manager – Trevor Goodhew 

UWE RaCE contract manager – Jan Warden 

 

1.2 Costs 
 

EA will contribute in excess of £18,000 per trainee to the cost of this programme - covering 
University tuition fees, expenses for residential block weeks at UWE and the cost of textbooks.  

Details of the contribution required from local authorities are: 

Financial Year 1 (Sep to end May) - £0 

No LA contribution – EA will pay UWE directly for University tuition fees 

 

Financial Year 2 (1 July - 31 March) - £9K 

Trainees start in the workplace on 1 July, having taken their first year exams at UWE. LAs will 
need to cover the training allowance of £1K per month, which will not be subject to tax or NI 
deductions. 

EA covers University tuition fees, as well as accommodation, travel and subsistence for 
attendance at block weeks at UWE.  Accommodation (dinner, bed and breakfast) is booked by 
the EA and paid for on departure of the trainee. 

EA will also pay for re-imbursement to the trainee for the cost of train travel to Bristol and 
subsistence costs of up to £5 per day.  EA will raise a purchase order (PO) for travel and 
subsistence costs, as well as text book costs (up to £100 may be spent once the trainee has 
begun the work placement programme).  

LAs should invoice the EA against the PO number raised to cover trainee expenses. 
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Financial Year 3 (1 April – 31 August) - £4K 

LAs pay £4K and EA contributes £1K for the final month of the work-based training allowance. 
EA continues to pay for accommodation, subsistence and travel for any block weeks.  

 
1.3 Academic study 

 
The day-to-day management of the academic part of the training programme is the 
responsibility of UWE. The Programme Manager is Trevor Goodhew  and the Contract Manager 
is Jan Warden. 

The first year of the programme (at UWE) provides a background in engineering sciences and 
the hydraulic and geological processes associated with rivers, coasts and flood risk 
management. The second year (in the workplace) applies that knowledge to engineering in the 
water and geological environment.  

 
Year 1 (at UWE)  

UBGLW9-15-1 
Engineering Principles for Civil Engineering 

UFMFYG-15-1 
Mathematics for Civil Engineering 

UBGLWD-30-1 
Surveying, Drawing, GIS & CAD 

UBGLYX-30-1 
River & Coastal Science for Engineering 

UBGMYD-15-1 
Environmental Engineering Field Study 

UBGMXU-15-1 
Engineering & Environmental Materials 

 

Year 1 (workplace training)  

UBGLXY-15-1 
Health & Safety work-based learning 
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Year 2 (work placement training, distance learning plus attendance at UWE for block weeks):  

UBGMJD-30-2 

Structural Design and Soil Mechanics 

UBGLWX-30-2  

Project Management, Health & Safety Risk Management  (taught and work-based learning) 

UBGMUD-30-2 

Environmental Hydraulics and Design 

UBGMGB-15-2                                                OR                                         UBGMLD-15-3 

Natural River Channel  Design Project                                                      Coastal Management Design Project 

UBGMUU-15-2 

Hydrological Modelling & Flood Estimation 

 

The period of workplace training is very intensive, as trainees study workplace skills alongside 
academic modules. As well as the two days of the week set aside for distance learning, 
trainees are also expected to spend some of their own time keeping pace with the demands 
of programme, studying for at least a full day at weekends, plus short evening sessions during 
the week. This will amount to approximately 12 hours of study per week in their own time.   

 

This “blended learning” approach entails a combination of: 

• Attendance at four residential block weeks, plus examinations on campus at UWE 
 
• The study of distance learning materials in between the block weeks, through self-

directed learning 
 
• Preparation for and successful completion of online assessments, coursework and 

exams 
 
1.4 Workplace training 
 
Three days per week are therefore available for workplace training and trainees need to gain 
exposure to as wide a range as possible of FCRM activities. This is often done on two to 
three month placements – some ideas for relevant training activities are given in Appendix 2 
to this document; -  however the training plan is likely to be different for each trainee. 
 

1.4.1 Things to think about beforehand: 
 

• What development opportunities will be useful for the trainee? 
• What is your role in overseeing the development of the trainee? 
• Confirm the first three month work placement, select a coach and brief him/her on 

what should be covered. 
• It is probably appropriate to draw up some kind of trainee development log. 
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1.4.2 Things to do when the trainee arrives: 
 

• Discuss your role, your expectations and the ground rules with the trainee 
• Agree which 2 days of the week will be designated study days  
• Help your trainee to familiarise themselves with local health and safety arrangements.  
• Help your trainee to undertake appropriate induction processes.  
• Introduce the trainee development log, if appropriate 
• Explain your review process and detail the objectives for the first work experience 

period. 
• Check that PPE is organised for the trainee – they will be undertaking a residential 

field trip within the first 8 weeks at UWE. 
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2. The role of the mentor 

A mentor oversees the development of the trainee throughout the programme. A trainee may be 
a university graduate, school-leaver or a career changer with a wealth of work experience – 
each development plan will therefore be unique and individual to them. 

The mentor will maintain an overview of the trainee’s academic performance, as well as co-
ordinating and facilitating training placements to ensure as broad an experience as possible. 
Obviously this experience needs to take place in the context of the local issues and the 
pressures of the business, but the training opportunities should be both structured and effective. 
There is no requirement to try to match workplace training with academic study. 

As a mentor you should: 

• Identify and manage the trainee's development needs, in line with the requirements of 
your organisation; 

• Plan training objectives for the trainee; 
• Oversee and plan the work placement programme; 
• Undertake regular reviews to check the trainee's progress; and, 
• Act as a point of contact for work-related queries.  

 
A mentor should aim to spend half an hour each week with the trainee to catch up on an 
informal basis, as well as two to three hours at each review session to measure progress 
against objectives and to set new objectives. 
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3 Planning trainee development 
 
This should not be an onerous process – but is it recommended that three important 
elements are taken into consideration: 

• Which team they will work with 

• Which specific skills they will acquire 

• Who will coach them on a day to day basis 

If possible, 3 month workplace rotations are ideal. Appoint a coach and work with them to plan 
the activities the trainee can practice or shadow in their team. Encourage the trainee to keep a 
record of capabilities they can demonstrate. This continuous record will prove invaluable 
when they want to demonstrate their technical expertise, capabilities and transferable skills in 
job applications or during interviews and for application for professional qualifications. 

 

3.1 Providing structure 

The purpose of the training programme is to develop capable technician engineers; 
potential employees to fulfill roles across the FCRM industry. Therefore it is recommended 
that specific, targeted FCRM training objectives are defined for trainees. Monitoring the 
skills gaps of your trainee can help to identify capabilities they need to develop during 
workplace training. 

If the opportunity to develop or gain experience in a particular skill is limited, you might think 
about rotating your trainee to a different office or swapping trainees between different local 
authorities and/or EA offices for specific training.  

 

3.2 Identifying work placement training coaches  

Development activities are likely to take place on a one-to-one, job shadowing basis. The 
success of this type of learning is dependent on the full involvement of a designated coach 
- typically a member of the team with the necessary skills and characteristics to help 
develop the trainee. The coaching role should involve guidance, instruction, suggestion, 
and reflection – not telling, lecturing or dominating. 

The coach should be briefed on the skills s/he is helping the trainee to acquire and should 
supervise the trainee's performance, so that they are able to help find solutions or offer useful 
hints and tips from their own experience. Each coach should feedback to the mentor to help to 
monitor the trainee's overall performance and progress. 
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3.3 Process map 
 
This example aims to provide an overview of how the RaCE FdSc training programme might 
work in practice: 

 
 

 
 Plan workplace training objectives for 

the first 3 months                               
 

 
 

                       Identify coach(es) and brief them 
 

 
 
 

                 Trainee starts in the workplace 
 
 

 
         Familiarise trainee with workplace 

training activities 
 
 
 

         Workplace training 
          activities happen 

 
 
 

                   
         Feedback and  
        progress report 

 
Trainee attends residential block weeks 

at UWE.  
Trainee also undertakes UWE and  self-
directed learning during study days and 

during own time 

 
 
 

 
                                          Plan workplace training objectives  
                                               for the next 3months 
 
 
 
 

Identify coach(es) and brief them                        
     
     
  

 
                                                     Quarterly review 
 
 

 
 

                                                      

 
 
 
 
 
  

 
 

 
 
 
 
 
 
 
 

  Trainee and mentor 
receive academic 

feedback from UWE 
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4 Monitoring progress 
 
 
4.1 Development log  
 

It is a good idea to plan a trainee’s weekly training goals with their coach and to record their 
progress and supporting evidence.  

 
 
4.2 Review process 
 
A formal review process is important – mentor and trainee are recommended to meet at regular 
periods to review performance and outline training objectives for the next part of the work 
placement training programme. Feedback from coaches should be included if possible. 

Here are some helpful tips: 

• Prompt a two-way discussion about work placement training progress. You might ask 
the trainee to share their development log with you and use this as an opportunity to 
check that it reflects the feedback provided by their coach/es. 

• Prompt a two-way discussion about academic progress. You might ask the trainee 
to provide evidence of University attendance, feedback from UWE on their 
formative topic work submissions or their formal University results.  

• It’s a good idea to provide structured feedback. You might highlight and reinforce 
good performance and behaviours, identify any elements of difficulty and offer 
constructive feedback 

• You might want to adjust the next stage of the trainee’s development plan in light of 
your discussion 

• It’s a good idea to complete some kind of review form and to provide a copy to 
the trainee and their line manager. You can use these milestones to provide 
formal feedback to the trainee and to UWE if you feel it appropriate. Appendix 3 
contains a quarterly review template from the EA, which you may tailor to the 
requirements of your organisation. 
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5 Managing performance 
 
 
5.1 Issues 
 
Poor performance should be managed in accordance your organisation’s HR policies and 
procedures. You should also discuss academic performance with UWE. 

 
5.1.1 Behaviour 
 
Absence from the workplace, non-attendance at UWE's residential block weeks and poor 
behaviour in terms of lack of application or motivation will seriously jeopardise the trainee's 
ability to acquire the necessary FCRM skills. 

You may want to consider terminating the training contract if a trainee consistently displays a 
lack of application. A structured review process should highlight any issues, so that they can 
be addressed promptly. 

 
5.1.2 Academic assessments, module failures and re-sits 
 
Trainees are required to undertake modular exam and coursework assessments at the end of 
each semester (usually in January and May each year). Trainees must attempt all coursework 
and exams, on time. Work not submitted by the published deadline will be recorded as not 
having been received by UWE and will be recorded as a non- submission. 

UWE will share trainee’s academic results with the mentor and trainee, for discussion if 
necessary. 

If the trainee fails a module, they will be entitled to re-sit that module without cost. It is at the 
discretion of the work placement organization whether or not to fund additional 
travel/accommodation expenses incurred.  

If the trainee fails at re-sit, their ability and suitability for continuing the training programme will 
need to be assessed. You may consider terminating the training contract at this point, 
particularly if the trainee would not be able to graduate within the period of the contract. 

5.2 Response to issues 
 
Mentors should seek advice and support and from the HR department of their organization, 
before taking action if behavioral or academic issues occur.  It is also a good idea to contact 
UWE's Contract Manager or Programme Manager for advice regarding academic performance.  

Any decision about termination of a training contract should be taken in conjunction with the 
EA’s National FCRM Skills Delivery Team and UWE. 
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6.After the Foundation Degree 

 
Trainees will graduate from UWE with a FdSc in River & Coastal Engineering in July of the 
second year of their training agreement.  
 
6.1 Employment 
 
It is hoped that trainees will secure an employment contract with their sponsoring workplace on 
expiration of their training agreements. It is made clear to trainees from the outset that there is 
no guarantee of employment, as this will depend on the requirements and budgetary constraints 
of each individual organisation. 
 

 
7.Frequently asked questions  

Do Foundation Degree Trainees require Personal Protective Equipment (PPE)?  

 Yes, you should arrange for trainees to have access to the following PPE, as appropriate: 
Wellingtons, Life jacket, Waterproof jacket, Hard hat, Gloves (wet and dry work) 

 

 
Are Foundation Degree Trainees covered to undertake lone working or to operate without 
supervision? 
 

No.  Trainees are not employees and need to be treated in the same way as any other visitor to 
your organisation’s premises. Should they be injured they would not be entitled to make any 
claim under employer's liability insurance but could make a claim under public liability if 
appropriate. 
 
As trainees, they should be supervised by an employee of your organisation at all times. Any 
outputs from their activities should be thoroughly checked by an employee of your organisation 
before they are passed into the public domain or used to inform other activities 
 
Trainees are not entitled to any benefits under personal accident or other discretionary 
insurance schemes, as these would be construed as employee benefits.  

 
 

Can Foundation Degree Trainees drive on company business? 
 

Yes, if they have been specifically authorised to do so by their work placement organisation. 
Trainees should be encouraged to travel by train to their residential block weeks. UWE is 
located within walking distance of Bristol Parkway train station. 
 

 

Can Foundation Degree Trainees drive company vehicles? 
 

Yes, if they have been specifically authorised to do so by their work placement 
organisation. 

 

Can Foundation Degree Trainees claim expenses? 
 

Yes, if the claim is in line with your organisation’s expenses policy.  An agreed amount for 
expenses can be invoiced by your organisation to the EA’s National FCRM Skills Delivery 
Team. 
 
.   
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How do Foundation Degree Trainees obtain the core textbooks they require for the training 
programme? 
 

UWE manages a national pool of foundation degree textbooks. UWE will provide trainees with 
any available individual copies at the start of each academic year. This pool does not cover all text 
books required and trainees may need to obtain an electronic or library copy if possible.  There is 
no training allowance to cover books in first year, but up to £140 may be spent and claimed, once 
the trainee is has begun the workplace training programme 

 
Who pays for the Foundation Degree tuition fees? 

 
The National FCRM Skills Delivery Team will administer and pay for the Trainee's tuition fees on 
their behalf 
 

Do Foundation Degree Trainees need their own desk and computer? 
 

Trainees should be based near their mentor and have reasonable facilities to undertake their 
academic studies. They will need access to a computer and the internet.  

 
There are some minimum requirements for browser software versions be able to access 
UWE’s Blackboard (virtual learning environment) Please click here for guidance. It is expected 
that students will be able to access the internet for the purpose of research. 

 
 
Are Foundation Degree Trainees entitled to flexi-time, overtime payments, pension scheme or 
any other incentive payments?  

 
No.  To ensure that Foundation Degree trainees can be paid a tax free training allowance, 
they cannot be treated as employees. This means that: 

 
• They are not eligible to join any pension scheme  
• They are not eligible to join any Cycle to Work Scheme 
• They are not entitled to flexi-time, as this is deemed to be an employee benefit 

by HMRC 
• They are not eligible to claim overtime or any other incentive payments 
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8 Useful contacts 
 
 
University of the West of England (UWE)  
 
Jan Warden RaCE Contract Manager jan.warden@uwe.ac.uk 0117 328 3159 
Trevor Goodhew RaCE Programme Manager trevor.goodhew@uwe.ac.uk 0117 328 6561 
 
 
 
EA FCRM National Skills Strategy Team 

 
Theresa Rooke FCRM Skills Strategy Team 

Administrator 
theresa.rooke@environment-
agency.gov.uk 

0121 711 5860 

Jon Naylor Manager -FCRM Skills Strategy 
Team 

jon.naylor@environment-
agency.gov.uk 

0118 953 5523 
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Appendix 1: EA Training Agreement template (subject to annual 
enhancements) 
 

The parties to this Agreement are the Environment Agency and <INSERT STUDENT NAME> (“the Student”) 
 
 
1. General 
1.1 The purpose of this training agreement (“the Agreement”) is to set out the principal duties and responsibilities of the 
parties. 

 
1.2 The Environment Agency and the University of West of England have developed a training course to provide training to 
individuals in the field of Flood and Coastal Risk Management (“the Training Course”). The Training Course will take the form of 
work placements and attending University for lectures and classes (“the Block Release Modules”) for six separate weeks (or as 
required) during the Training Course. The Student will be expected to complete course-work and sit examinations. Full details 
of the content of the Training Course will be provided to the Student on the commencement of training. 

 
1.3 The Training Course will last for a period of two years. Individuals who successfully complete the course and comply 
with the terms of this Agreement will be awarded a Foundation Degree for Rivers and Coastal Engineering. 

 
1.4 It is hoped that individuals who successfully complete the course will apply for suitable positions of employment within 
the Environment Agency at grade 2 or 3 level subject to there being suitable vacancies at the relevant time. 

 
1.5 The Environment Agency has appointed a Flood Risk Management Training Coordinator (“the Co-ordinator”) who is 
responsible for the Environment Agency’s obligations under this Agreement and overseeing the relationship with the University 
of West of England (“the University”). 

 
 
2. Personnel Security Checks 
2.1 It is a condition of this Agreement that satisfactory personnel security checks are obtained and maintained throughout your 
traineeship. It may be the case that your traineeship commences prior to these checks having been obtained. In this situation, 
the Environment Agency reserve the right to limit your duties in accordance with its security requirements until such time that 
satisfactory clearance has been obtained.  In certain situations (depending on the nature of your work), this may involve 
denying you access to certain systems, information or sites or limiting your access to records and documents until satisfactory 
clearance has been obtained. If, at any time during your traineeship, there are unsatisfactory security checks, the Environment 
Agency reserves the right to terminate your placement. 

 
 
3. Commencement 
3.1 This Training Agreement begins on 12 September 2011 and (subject to the provisions for earlier termination) will end 
on 31 July 2013. 

 
 
4. Training Allowance 
4.1 The Environment Agency will pay to the Student an annual training allowance of £12,000 payable in 12 monthly 
instalments payable on the Regional pay day by bank credit less any deductions for tax and National Insurance that the 
Environment Agency is required to make. 

 
 
5. Status 
5.1 Nothing in this Agreement is intended to or should be deemed to create a partnership or a relationship of employer and 
employee or worker between the Environment Agency and the Student. 

 
 
6. Skills 
6.1 The Environment Agency will provide the Student with the opportunity to gain experience and to attend lectures and other 
classes in flood and coastal risk engineering. Full details of the content of the Training Course (including assessment details) 
will be provided to the Student on commencement of training. 

 
 
7. Mentors 
7.1 The Student will on commencement of this Agreement be notified of a named mentor with whom they can raise day to day 
concerns. The mentor will be an employee of the Environment Agency. It is hoped that the Student’s mentor will be the same 
individual for the duration of the Training Course but the Environment Agency reserves the right to provide an alternative 
mentor in circumstances including but not limited to staff changes or internal re-organisations. 
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8. Training Fees 
8.1 The Environment Agency agrees to pay all fees and reasonable out of pocket expenses incurred by the Student including 
travel and accommodation to attend the Block Release Modules (such expenses to be evidenced by receipts or vouchers) to be 
agreed where possible in advance of the expenditure being incurred. 

 
 
9. Student's Duties 
9.1 The Student hereby agrees that they will: 

 
9.1.1 Attend all scheduled lectures and classes; 

 
9.1.2 Complete all course-work and deliver it on time; 

 
9.1.3 Attend, complete and pass all scheduled examinations 

 
9.1.4 Complete the duration of the Training Course unless terminated by the 

 
. Environment Agency prior to completion in accordance with Clause 11; 

 
9.1.5 Conduct themselves appropriately when at Environment Agency premises or on location during the . practical 

elements of the Training Course and to abide by all reasonable instructions communicated to . the Student by the 
Environment Agency 

 
9.1.6 Comply at all relevant times with the rules of the University and the Trainee Guide (the latter to be . issued 

on commencement of training) 
 

9.2 Failure to comply with the rules at paragraph 8.1 above (in the absence of exceptional circumstances) may cause the 
Student to fail the Training Course and will mean that the Student may not be eligible for consideration for employment 
opportunities with the Environment Agency on its completion. 

 
 
10. Leave 
10.1 The leave year commences on 12 September 2011 and ends on the first anniversary of this date. The Student will be 
entitled to take 20 days leave and to the 8 public holidays for each complete leave year. Leave dates must be agreed in advance 
with the Environment Agency and must not interfere with attendance at University or the other important training requirements of 
this Agreement. 

 
 
11. Sickness/Other Exceptional Reasons for Non-Attendance 
11.1 If, for any reason, you are unable to undertake your course work and/or the practical experience elements under this 
Training Agreement you must notify your mentor by telephone on the first day of absence by no longer than 10 am. If your illness 
continues beyond seven days you must provide a Doctors certificate. 

 
11.2 If you are absent due to sickness, the Agency may at its discretion continue to pay the training allowance for up to a 
maximum of twenty working days for each year of the Agreement.  Payment is subject to compliance with clause 11.1 regarding 
notification of absence and the provision of medical evidence in support of the period of absence. 

 
11.3 The Environment Agency will make reasonable efforts to facilitate the Student’s exposure to course material in the event of 
the Student being unable to attend a block release module as a result of sickness or other exceptional circumstances.  In the 
event that the nature of the module makes this impracticable, the Student will be expected to attend the module the following 
year. In the event that two modules are missed or not completed satisfactorily, the likelihood of the Student completing the 
training course successfully will be reviewed by the Training Co-ordinator. 

 
 
12. Early Termination 
12.1 The Environment Agency reserves to right to terminate this Agreement before the expiry date at paragraph clause 
2 in the following circumstances: 

 
12.1.1 If the Student fails without reasonable excuse to complete and submit course work on time or at all; 

 
12.1.2 If the Student fails without reasonable excuse to attend examinations or attend lectures and classes . 

comprising Block Release Modules; 
 

12.1.3 If the Student fails twice any examination or course module; 
 

12.1.4 If the Student's attendance on the experience based aspects of the Training Course are unsatisfactory; 
 

12.1.5 In any circumstances that would constitute an act of serious or gross misconduct if the Student were an 
. employee of the Environment Agency as set out in its disciplinary policies and procedures; 

 
12.1.6 The Student commits a serious breach of this Agreement. 

 
12.2 In any case where early termination is proposed, the Student will be invited to attend a meeting with the Training Co-
ordinator to discuss the matter and for the Student to make representations before a decision is taken. If the Student fails to 
attend such a meeting, a decision will be made in his or her absence. 

 
12.3  If the Training Co-ordinator decides that the Student’s placement should be subject to early termination, the 
Student will be given a right of appeal. 

13. Confidentiality 
13.1 During the Training Course, the Student will be exposed to confidential information relating to the Environment Agency 
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and the Department of Food and Rural Affairs (DEFRA) which if disclosed would be liable to cause significant harm to the 
Environment Agency and DEFRA as the case may be. 

 
13.2 The Student shall not either during this Agreement or after its termination reveal to any person, firm, company or 
organisation or otherwise make use of any confidential or sensitive operations, processes or dealings or any information (other 
than that within the public domain) concerning the organisation, business, finances, transactions or affairs of the Environment 
Agency or DEFRA which come to the Student’s knowledge during or as a result of the Training Course. Nothing in this paragraph 
shall prevent the Student from disclosing information to comply with a Court Order or in pursuance of any statutory obligation. 

 
 
14. Environment Agency Property 
14.1 On the termination of this Agreement for any reason the Student is required to return to the Environment Agency all property 
belonging to the Environment Agency in their possession including without limitation any security pass, keys, computer hard and 
software including discs and all documents in whatever form (including notes and minutes of meetings, computer printouts, plans, 
projections) together with all copies which are in the Student’s possession or control.  The ownership of such property and 
documents will at all times remain vested in the Environment Agency. 

 
 
15. Passing of Information 
15.1 The Student consents to the Environment Agency and the University for the purpose of the passing of information about 
the Student, which is relevant information for the purpose of this Training Agreement. Relevant information shall include (but 
shall not be limited to) the Student’s attendance at the Block Release Modules, lectures, classes and examinations; the 
Student’s performance including assessments of course work, project work and examination results; the Student’s conduct and 
behaviour and any other information which is relevant to the effective operation of this Agreement. 

 
15.2 For the purposes of the Data Protection Act 1998, the Student gives their consent to the holding, processing and accessing 
of personal data provided by them to the Environment Agency and the University for all purposes relating to the performance of 
this Agreement including but not limited to transferring personal data to a country or territory outside of the European Economic 
Area. 

 
 
16. Entire Agreement 
16.1 This Agreement contains the entire and only Agreement between the parties and will govern the relationship between the 
Environment Agency and the Student from its commencement in substitution for all previous agreements and arrangements 
whether written, oral or implied between the Environment Agency and the Student relating to the Training Course. 

 
16.2 The Student and the Environment Agency acknowledge that in entering into this Agreement neither has relied on any 
representation or undertaking by the other whether oral or in writing except as expressly incorporated in this Agreement.  The 
Environment Agency will not be liable for any misrepresentation by it before the commencement date made innocently or 
negligently and any remedy of the Student in respect of any such representation which is untrue and made before the 
commencement date will be limited to damages for breach of contract. 

 
 
17. Governing Law 
17.1 This Agreement is subject to English Law and the exclusive jurisdiction of the courts of England and Wales. 

 
 
18. Disputes 
18.1 Any dispute about this Agreement or the conduct of any party in relation to it may referred to the Training Co- ordinator (or 
other appropriate person within the Environment Agency if the dispute concerns the Training Co-ordinator) who must deal with it 
within four weeks of the referral. 

 
 

Signed …………………………………. Date ………………………………….. On 

behalf of the Environment Agency 

 
Signed …………………………………. Date ………………………………… The 

Student 
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Appendix 2: Workplace training planning guide 
 
 
Year 1  
 
September to end of June 
 
Trainees will undertake academic training at UWE in Bristol. Mentors and trainees need to 
pro-actively communicate and take every opportunity to meet up in the workplace, for 
example during the academic holidays. UWE will keep mentors informed of their trainee’s 
academic progress. 
 
July to end August 
 
Trainees will be based at the workplace and mentors will have planned their workplace training 
(see section 3 of this document) – allowing 2 days per week for academic study. It is important 
that work placement training reflects the needs of the individual and the mentoring organisation 
i.e. don’t try to marry up workplace training with academic study. 
 
Trainees will have a Health & Safety work based learning module to complete over the summer 
and will need assistance from their workplace mentor. Find details here 
 
Academic study does not cover the topics of flood forecasting, warning systems, public 
awareness raising initiatives or incident management. This period presents an ideal 
opportunity to undertake a placement with flood incident management or flood forecasting 
teams, to ensure that trainees gain a well-rounded experience.  
 
Examples of beneficial experience include: 
 

• Involvement in flood detection and monitoring e.g. observing FCRM incident duty 
officers during daily checks and duty officer training 

• Involvement in improvements to flood warning service 
• Exposure to flood incident management e.g. participating in incident training 

exercises 
• Contributing to post event reviews 
• Involvement in community engagement activities e.g. attending local resilience 

meetings or participating in public awareness campaigns 
 

Trainees will also benefit from the EA’s e-learning modules   
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Year 2  
 
September to end of May 
 
Trainees will now travel to UWE in Bristol for four intensive block-weeks of study and they 
will sit their final exams in May.  It may be beneficial for trainees to gain exposure to projects 
with any of the following elements: 
 

• Geotechnical site evaluation 
 

• Hydraulic or hydrological evaluation 
 

• Identification of flood defence options 
 

• Project appraisal, management and construction 
 

All of the following activities may be useful and relevant to trainees, although not all can be 
undertaken at every workplace. Please use this list as a guideline to the types of workplace 
training that have proved beneficial to past trainees: 
 

• Assisting in field surveys or the use of survey data 
 

• Acquiring advanced Microsoft Excel skills, for instance, data presentation and analysis 
• Exposure to the use of GIS data in projects 

 
• Exposure to designs for flood defences and structures e.g. shadow design projects 

 
• Exposure to the constructions of flood defences and structures e.g. supervised site visits 

to any retaining walls or foundations that are currently being built. 
 

• Exposure to projects which have required geological mapping and interpretation 
 

• Exposure to projects that require geotechnical surveys 
 

• Exposure to the design of flood defences and structures e.g. shadow 

design projects  

• Exposure to coastal management problems 
 

• Exposure to Catchment Flood Management Plans (CFMPs) 
 

• Exposure to Shoreline Management Plans (SMPs) and coastal monitoring techniques 
 

• Exposure to habitat creation/restoration FCRM projects 
 

• Exposure to your organisation’s project management process, frameworks, roles and 
responsibilities and procurement options and processes. 
 

• Exposure to Water Level Management plans and projects 
 
 

• Field measurement of channel characteristics and discharge 
 

• Gathering data in the field, e.g using total stations and GPS equipment to record flood event 
data 

• Manipulation and presentation of data – graphing, statistics, flow 

duration curves  

• Opportunities to understand the implementation of the Water Framework Directive and any 
workshops that may take place in the area/region. 
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• Practising GIS skills e.g. creating shapefiles to map historical flood events, defining flood  
warning areas, identifying the numbers of properties at risk 

 

• Practising field techniques associated with the monitoring of coastal processes, e.g beach 
sediment surveys 

   
• River Corridor/Habitat Surveys 

 
• Shadowing FCRM duty officers when monitoring climatic and hydrological data 

 
• Shadowing asset inspections, to help understanding of risk and 

mechanisms of asset failure  

 
• Site investigations in relation to hydrology and water resources 

• Site visits to aid understanding of local geography, catchment and hydrological 
characteristics 

  
• Site investigations in relation to coastal defences, particularly data collection. 

 

• Visit a local embankment and retaining wall, to learn the common design features 
associated with these types of structures 

 
 
 
June and July 
 
No further academic study will take place after exams in May. Trainees can therefore 
undertake work placement training five days a week.  
 
It is hoped that trainees will apply for FCRM positions of employment. Mentors may consider 
facilitating practice capability based interviews during this period.
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Appendix 3: EA Quarterly review template 
 

Name: Date: 
Area: Mentor: 

 
 

 
Forward Look 

Aims and objectives of the 
next three months' 
workplace training 

 

Objectives to meet this 
quarter    

 
 

Things to Work on 
Training objectives carried 
over from previous quarter  

Personal skill 
enhancements  

 
      Review 
 

 
Brief description of what has 
occurred this quarter 

 
 
 
 
 
 
 
 
 
 
 
 
 

Continued overleaf….
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Objectives Met  
1. 

 
2. 

 
3. 

   

Log book comments  

Team feedback comments  

Course results  

Workplace attendance 
record  

University attendance 
record  

Application of Environment 
Agency values 

 
A = Evident Commitment 

 
B = Good Evidence 

C = Poor Evidence 

D = No Evidence 

N/A 

Achieves Results Works in Teams Builds and Sustains 
Relationships 

   

Embraces Change Firm and Fair Create a Better Place 
   

Suitability for Environment 
Agency employment  

Things that have worked 
well  

Things that have been 
difficult  

 
 

Mentor's Summary 
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Guidance on completing the quarterly review 
 

The quarterly review fulfils a number of purposes: 
 

• It describes the training objectives to be achieved in the next quarter 
 

• It records and reviews progress at University, in the workplace and in meeting 
training objectives 

 
• It highlights areas that needs work  

 
• It is a very useful development record and will help to motivate trainees 

 
 

Forward Look 
 

This section should describe the broad plan for the next three months and list the 
capabilities and competencies that the trainee should acquire (or at least partially 
acquire) during the quarter. For instance….. 

 
Aims and objectives of the 
next 3 months work based 
training. 

You will undertake a three-month rotation with the Asset Systems Management team. 
 

You will develop your skills and knowledge with respect to the "Manages Operational 
Assets - Asset Systems Management" capability. As you develop these skills, you will 
record evidence to demonstrate your capabilities. 

 
You will, as a priority, familiarise yourself with the local health and safety 
arrangements. 

 
 

Objectives to meet this 
quarter 

1.  "Maintaining Health 
and Safety Standards" 
competency 

2.  Sign-off the "Manages 
Operational Assets - Asset 
Systems Management" 
capability 

 

 
 

Things to Work on 
 

This section has been designed to highlight areas for development and to keep them 
firmly in view. For instance…. 

 

 
Training objectives carried 
over from previous quarter 

Complete the Working Effectively standard 

Personal skill 
enhancements 

Develop better active listening skills. 
 

Seek out opportunities to engage with more experienced members of staff to get their 
advice and make sure that you check and confirm your understanding before starting a 
project. 
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Review 
 

Use this section to record what has happened and objectives that have been achieved.  
For instance ….. 

 
Brief description of what 
has occurred this quarter 

Supported Visual Asset Inspections and contributed some fantastic ideas to the asset 
replacement data capture programme. 

 
Used the Assets database system to plan work for the team. 

Objectives met 1. 2. 3. 
"Maintaining Health and 
Safety Standards" 
competency - 70% 
complete 

"Manages Operational 
Assets - Asset Systems 
Management" capability - 
50% complete 

"Working Effectively" 
competency - 70% 
complete 

 
Log Book Comments 
This section records your comments on the Trainee's Development Log. For 
instance.... 

 
Log book comments Log book up to date but needs to contain more reflection on what you achieved and how you 

did it.  Don't be afraid to record issues and problems and how you overcame them 
 
 

Team Feedback Comments 
This section records the Coach’s feedback on your trainee performance. For 
instance ….. 

 
Team feedback 
comments 

Very quiet but industrious - people liked working with you 
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Course Results 
Record University results here. For instance …. 
 

Course results Hydrology and Fluvial Geomorphology = 68% 

Materials and Mechanics = 61% 
 
 
Workplace Attendance Record 
Keep a record of your trainee's attendance. For instance ….. 
 

Workplace attendance 
record 

5 days' annual leave 14-18 November 2011 
 

1 day sickness absence 19/10/2011 
University attendance 
record 

100% attendance 

 
 
 

Application of EA values 
This section reinforces the importance attached to individuals demonstrating the Environment 
Agency's values. Scoring your trainee on these values will help to identify personal skill 
enhancements. For instance … 
 

. 
Application of Environment 
Agency values: 

 
A - Evident commitment 

 
B - Some evidence 

C - Poor evidence 

D - no evidence 

N/A, where appropriate 

Achieves Results Works in Teams Builds and Sustains 
Relationships 

 
A 

 
Possible indicators: Plans 
ahead to ensure the works 
programme is met; Is able 
to adjust to changing 
requirements or situations; 
monitors and controls 
works to meet 
specification; completes 
coursework on time; 
completes agreed actions; 
"can do" attitude 

 
A 

 
Possible indicators: Asks 
relevant questions to elicit 
information; Is able to put 
themselves in other 
persons shoes; Builds 
good working relationships; 
Checks understanding of 
others; Contributes 
positively in groups; 
Respects and values 
colleagues 

 
A 

 
Possible indicators: 
Requests input from 
colleagues; Encourages 
open and honest feedback; 
Is able to provide support 
to team members; 
Encourages others; 
Respects other peoples' 
differences 

Embraces Change Firm and Fair Create a Better Place 
 

A 
 

Possible indicators: 
Flexible approach; 
Challenges traditional 
ideas/approaches; Learns 
from mistakes; Is able to 
review working practices 
and consider new and 
better ways of doing things; 
Accepts fair criticism 

 
A 

 
Possible indicators: 
Prepared to give honest 
feedback; Does not wilt 
under pressure; Prepared 
to review decisions when 
challenged 

 
A 

 
Possible indicators: Takes 
responsibility; Resolves 
issues quickly and 
appropriately; Develops 
networks with key people 
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Suitability for EA employment 
Your summarised view of your trainee's suitability for possible employment goes here  

 
Suitability for  
Employment 

 
 

 
Things that have worked well/been difficult 
This section is a joint record.  Include things that you think have worked well, together 
with comments from the Trainee….. 

 
Things that have worked 
well  

Things that have been 
difficult  

 
 
Mentor’s Summary 
This section contains your summarised view of your trainee’s performance over the 
quarter. Remember that it is inevitable that some trainees may not meet all of their 
objectives, so the review process will be an important part of future planning. 
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