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Training Programme





Individual Training Plan (ITP) 
	Introduction: 
The Individual Training Plan (ITP) is an essential element of the training scheme. It provides an indication of the annual work programme and projects, thus ensuring that both the trainee’s and the garden’s needs are met. 
The ITP should be completed, through discussion with the trainee, by the supervisor. However, it can be revised during the year. The ITP should be submitted to the scheme by the end of September.
The ITP provides the following:
· Up-to-date contact details for the trainee, employer and placement garden.

· Confirmation of the person(s) responsible for monitoring the trainee’s training and development in the garden.

· Proposed achievement targets for the trainee.

· Evidence on how the targets will be set and assessed.



	It is split into the following sections:

Sections 1 & 2 provide a record of the initial arrangements agreed at the beginning of the placement. Section 1 lists the details of the participants; Section 2 records the initial assessment, and gives the details of the induction.
Section 3 details the training programme. 
Section 4 lists proposed projects for the next year. Each project proposal should include a comprehensive brief that has been discussed with the trainee.

Please sign and email a copy of the completed ITP to the Scheme Administrator (anna.jacka@english-heritage.org.uk) by the end of September, for review by the Scheme Manager.



SECTION 1: THE PLACEMENT 
Section 1a: Placement details
	Trainee Name:
	

	Date of Birth:
	

	Name of Garden:
	

	Address:
	

	Tel. No.
	

	Supervisor Name:
	

	Contact details:
(email and phone #)
	

	Mentor Name:
	

	Contact details:
	

	Start Date:


	
	Completion Date:
	


Section 1b: Appraisal Dates 
	Activity
	Time/Date
	Place/Venue

	Initial assessment
	
	

	Mid-term appraisal
	
	

	Final appraisal
	
	


In addition to the formal appraisals, regular monthly informal catch-ups between the supervisor and trainee are advised, to review trainee progress on written work such as project and daily journal.

SECTION 2: INITIAL ASSESSMENT
Section 2a: Qualifications, Experience & Skills

To assess the training and development needs of the trainee. This will determine the structure of the training plan and help to identify broad development targets for the trainee.

	Relevant horticultural qualifications
	Level
	Grade
	Date achieved

	
	
	
	


	Any other relevant learning experiences and skills obtained (could include hobbies & interests)

	


Section 2b: Outcomes from Initial Assessment

Record learning targets following initial assessment 

	Assessment Method 
e.g. Discussion
	Learning Target
e.g. Improving plant knowledge
	How learning targets will be measured

e.g. Regular plant ID tests

	
	
	


Section 2c: Personal, Career & Progression Objectives

Record the employment objectives of the trainee and any further career/progression aspirations including entry into full/part-time education following the term of the programme.
	Employment and Career Progression Aims and Objectives

	


Section 2d: Induction
To familiarise trainee with relevant health and safety procedures and practices, the working environment, the training they will receive, their placement provider’s organisation and the people influencing their training and development. Aim to complete within the first fortnight.
	Outline details of induction training, and any specific outcomes

	Please give details or attach signed evidence that this has been completed. 




SECTION 3: TRAINING PROGRAMME
	List the training activities to be completed in the next 12 months. 
Note: Please keep in mind that this section is very much a working part of the document. You should aim to tick the complete section as the goals are met, and adjust or add items as the year develops and new opportunities present themselves. This section should develop into a final record of achievement that can be referred to at the end of the placement and used as evidence of ‘distance travelled’. 
Where activities span more than one month, or more lines are needed, please insert rows as required.


	MONTH
	ACTIVITY NAME & DESCRIPTION
	GOAL/DESIRED OUTCOME
	COMPLETE (()

	Example:

September
	Bulb planting in the upper terrace garden
	Bulbs planted in desired location in a timely and correct fashion. 
	(

	September
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	October

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	November
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	December
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	1st Project Submitted – 31st December 

	January
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	February
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	March 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	April 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	2nd Project Submitted – 30th April 

	May 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	June 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	July 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	August
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3rd Project Submitted – 31st August


Section 4:  PROPOSED PROJECTS
The trainee is expected to complete a project every four months. 

	Project #
	Project Title
	Project Brief 
	Submission Date

	Example
	Produce a management plan for the Pear Orchard in the walled garden

	Aims – to become familiar with the gardens pear collection and explore methods which can address some existing cultural issues

 
Objective - to produce a set of recommendations for immediate implementation in the pear orchard and identify any further options for future development in the programme of care. 

 

Project areas:
· History of the walled garden (overview and reference to trends/fruit cultivation methods from the period)

· Summary of collection 

· Summary of current status/issues for review (consider the management objectives for this area)

· Recommendations

· Areas for future investigation

 
Learning Outcomes:
· To consider fruit management regimes in light of local limitations, historic reference and management objectives

· To gain an introduction to and understanding of the development (both historic and recent) of the gardens (specifically the walled garden).


	31st December

	1 


	
	
	31st December 

	2
	
	
	30th April 

	3
	
	
	31st August


Please sign and email a copy of the completed ITP to the Scheme Administrator: anna.jacka@english-heritage.org.uk
	Supervisor’s Name:

	Signature:

	
	Date:

	Trainee’s Name:

	Signature:

	
	Date:


If you would like to discuss any aspect of the ITP, please contact the Scheme Manager: 

Elinor Davies
Elinor.Davies@english-heritage.org.uk 
Mob.: 07979 401 784
	Revised 29.06.21
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