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What is  
My Co-op Career?
My Co-op Career is a range of opportunities  
that are available for you to learn new skills, 
develop your knowledge, and make progress  
in your career and help our business grow.

This booklet contains all the information you’ll 
need to find out what opportunities are available, 
how they help you develop and how you can get 
involved with them. 

This now includes our apprenticeships too.
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Why do an apprenticeship?

Apprenticeships
What is an apprenticeship?

Get ahead 
Gain the skills and knowledge to move into your next role, 
or get even better at your current job. 

Develop yourself
Learn on the job, develop as a person and gain valuable 
professional skills. 

Learn differently
You’ll be supported to learn the theory and put it into 
practice. Plus you can work with other apprentices to really 
make an impact.

Understand retail
Get valuable insight into the industry, both inside the Co-op 
and externally. 

Get known
Spend time with other apprentices and colleagues to build 
your network. 

Achieve more
It’s a challenge, but it’s really rewarding when you learn new 
things and push yourself out of your comfort zone. 

An apprenticeship is a vocational learning 
programme that gives you the opportunity  
to learn new skills while still working in your day 
job. You’ll balance theory and practical learning 
though e-learning, webinars, conferences,  
face-to-face meetings and even residential study 
blocks if you’re on the degree programme. 

You’ll gain an externally recognised industry 
qualification when you pass, as well as lots  
of new experiences that will help develop your 
career here at Co-op. 

Find out more by clicking here >

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Level 2 Retailer Partnership with

Find out more by clicking here >

Key facts:
> 12 to 15 months 
> Open to customer team members based in England
>  You’ll get a Level 2 Retailer industry standard, equivalent  

to 5 GCSEs

The Level 2 Retailer apprenticeship is a great introduction to retail. 
You’ll cover different modules and work with other colleagues and 
apprentices to build your network and learn more about retail 
within Co-op and externally. 

You’ll have a dedicated coach to support your learning, alongside 
your store manager, learning facilitator, area manager or large 
stores regional manager and colleagues. Everyone is behind you 
and wants you to succeed. 

You’ll get lots of support and have access to the tools you need  
to work effectively.  It’s a challenge, and you’ll need to find your 
own way to balance your work and studies. If you’re up for it,  
then it will kick start your development and help you progress  
here at Co-op. 

Entry requirements:
> Employed as a customer team member
>  Able to work a minimum of 30 hours per week  

(if not already)
>  Not on performance management or have a live 

disciplinary on file
>  Not in government funded education  

(i.e. school, college or another apprenticeship)
>  Not hold a qualification at the same level or higher  

in a similar subject area
> Lived in UK or EEA for 3+ years

Maths and English requirement and support:
You must already have, or achieve before entry,  
Functional Skills E3 English and Maths or equivalent.  
If you can’t currently meet this, we can provide learning 
through a pre-apprenticeship programme to help you 
achieve this. After this programme you can then progress 
to the apprenticeship (on the condition you meet all other 
programme requirements).

Support:
You’ll get support from lots of different people, including:  
• The recruitment team
• Apprenticeship programme team
• Your personal coach from our learning provider  
• Line manager
• Area manager or large stores regional manager 
• Your colleagues

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Level 2 Retailer

Find out more by clicking here >

Orientation
group study day, sign up,  
induction, guidance, 
preparatory learning

Month 1

Sales and promotion
face to face coaching, 
e-learning, continuous 
improvement project, 
progress review

Month 2

Customer and 
communication
face to face coaching, 
e-learning, observation, self 
development project

Month 3

Sales and promotion; 
marketing 
face to face coaching, 
e-learning, continuous 
improvement project, 
progress review

Month 4

Product and  
services; stock
face to face coaching, 
e-learning, observation, 
earning review, self 
development project, 
progress review

Month 5

Legal and governance
group study day,  
e-learning, on-the-job 
evidence, continuous 
improvement project

Month 6

Brand reputation; 
technical
face to face coaching, 
e-learning, observation, 
self development project, 
progress review  

Month 7

Financial and 
business
face to face coaching, 
e-learning, learning review, 
continuous improvement 
project

Month 8

Team and 
performance
face to face coaching, 
e-learning, observation,  
learning review, progress 
review 

Month 9

Diversity and 
environment
face to face coaching, 
e-learning, professional 
discussion

Month 10

Mock assessment
observation, professional 
discussion, progress review

Month 11

Review and recap
face to face coaching, review  
mock assessment, revision

Month 12

End point assessment
preparation and revision  
for end point assessment

Month 12-15

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Level 3 Retail Leadership
Key facts:
> 15 to 18 months 
>  Open to customer team members, team leaders and team 

managers in all of our stores
>   You’ll get a Level 3 Retail Leader standard (Eng);  

SVQ Level 3 (Scot); ILM Level 3 (Wal). If you live and work in  
Isle of Man or Northern Ireland, a level 3 programme can also  
be made available to you too.

The Level 3 Retail Leadership apprenticeship gives you the valuable 
knowledge and skills needed to to succeed in retail leadership and 
management. You’ll cover a wide range of modules to understand 
what leadership looks like from an internal and external point  
of view. You’ll have a huge opportunity to grow and progress  
in your career. 

There’s more to it than structured learning modules.  
You’ll also have the chance to build your network and reputation 
through getting involved with business challenges and delivering 
presentations to senior leaders at Co-op. At the end of all this,  
you’ll be in a great place to take your next career move, as over  
88% of our Level 3 apprentices take promotions during or after  
the programme.  

Entry requirements:
>  Employed as a customer team manager, team leader  

or team manager

>  Able to work a minimum of 30 hours per week  
(if not already)

>  Not on performance management or have a live 
disciplinary on file

>  Not in government funded education (i.e. school, 
college or another apprenticeship)

>  Not hold a qualification at the same level or higher  
in a similar subject area

> Lived in UK or EEA for 3+ years

Maths and English requirement and support:
You must already have, or achieve before entry,  
Functional Skills L1 English and Maths (or an equivalent  
of G or above at GCSE). If you can’t currently meet this,  
we can provide learning through a pre-apprenticeship 
programme to help you get there. After this programme 
you can then progress to the apprenticeship (on the 
condition you meet all other programme requirements).

Support:
You’ll get support from lots of different people, including:  
• The recruitment team
• Apprenticeship programme team
• Your personal coach from our learning provider  
• Line manager
• Area manager or large stores regional manager 
• Your colleagues

Find out more by clicking here >

Partnership with

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Orientation and 
induction
Start your experience 
with a 3 hour induction 
onto the programme and 
an introduction your first 
learning module.

Start

Communication skills; 
legal & governance
Attend your first learning 
conference and experience 
face to face coaching.

Month 1

Business skills; 
leading teams 
through change; 
presentation skills
LC2 and take in learning via 
remote. coaching

Month 2

Products and service 
(customer, product  
& business)
Face to face coaching visit.

Month 3

Legal and governance; 
merchandising; 
customers; leadership
LC3 alongside remote 
coaching.

Month 4

Developing self and 
others; stock; sales 
and promotion
LC4 alongside remote 
coaching.

Month 5

Empowering a high 
performance team; 
sales and promotion; 
merchandising
LC 5 alongside face to face 
coaching; complete Mock 
business project proposal.

Month 6

Empowering a high 
performance team; 
coaching and feedback; 
business project 
LC6 with remote coaching; 
business project prep.

Month 7

Diversity; finance; 
coaching and 
feedback
Remote coaching; business 
project review.

Month 8

Technology; team 
work and team roles
LC7 with face to face coaching; 
business project review.

Month 9

Finance; leadership
Learning review alongside 
remote coaching.

Month 10

Conflict & motivation; 
end point assessment 
(EPA) preparation
LC8 with remote coaching; 
EPA readiness and revision 
session.

Month 11

Business project 
proposal presentation;  
career planning; EPA 
preparation
LC9 with face to face coaching 
and final meetings to present 
business project proposals.

Month 12 

Level 3 Retail Leadership

End point assessments
Complete retail business 
project; final learning review; 
professional discussions on 
performance.

Month 12-15

Additonal resit time
Should you require additonal 
time due to resits this period 
of three months has been 
factored into the programme 
length.

Month 15-18

*Please note for colleagues studying outside of England there will be slight differences in the content and assessment approach.

Find out more by clicking here >

LC Learning Conference Key

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Level 4 Retail Manager
Key facts:
> 18 to 21 months 
> Open to store managers in all of our stores
>  You’ll get a Level 4 Retail Manager apprenticeship standard 

(equal to a foundation degree). If you live and work  in  
Scotland, Wales,  Isle of Man or Northern Ireland, a version  
of this programme can also be made available to you too.

This programme is the newest addition to our apprenticeship 
offering. But it’s one that will play a big part in developing you  
as a store manager into a more professional, highly skilled leader 
within our retail business and Co-op. 

Lasting 18 to 21 months, this programme helps you develop 
valuable knowledge, skills and leadership behaviours as you get 
chance to apply the learning you receive in the workplace.  
You’ll learn on the job, off-site and online, working with other 
apprentices to build your network, discover new perspectives and 
become an even better store manager.

You’ll need to be committed as the programme requires lots  
of hard work and focus. But you’ll succeed with great 
communication skills, your existing business knowledge and  
a willingness to learn new things on the programme, and back  
in store. 

Entry requirements:
> Employed as a store manager

>  Able to work a minimum of 30 hours per week  
(if not already)

>  Not on performance management or have a live 
disciplinary on file

>  Not in government funded education  
(i.e. school, college or another apprenticeship)

>  Not hold a qualification at the same level or higher  
in a similar subject area

>  Lived in UK or EEA for 3+ years

Maths and English requirement and support:
You must already have, or achieve before entry,  
Functional Skills L1 English and Maths (or an equivalent  
of G or above at GCSE). If you can’t currently meet this,  
we can provide learning through a pre-apprenticeship 
programme to help you get there. After this programme 
you can then progress to the apprenticeship (on the 
condition you meet all other programme requirements).

Support:
You’ll get support from lots of different people, including:  
• The recruitment team
• Apprenticeship programme team
• Your personal coach from our learning provider  
• Line manager
• Area manager or large stores regional manager 
• Your colleagues

Find out more by clicking here >

Partnership with

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB


11

Level 4 Retail Manager - study areas

Find out more by clicking here >

Customers  
Building knowledge and understanding of the 
customer experience, delivering customer engagement 
through your team and how this links to store and business 
wide performance

Business 
Understanding of Co-op’s business strategy and how 
effective planning and strong leadership can help deliver 
strategic objectives

Finance
Build commercial acumen and develop awareness and 
understanding of how financial analysis and planning 
impacts business decision making and the retail 
environment

Leadership
Understand your own and different leadership styles 
used in retail to develop your leadership behaviours and 
competency, giving you everything you need to be a great 
Co-op leader

Marketing and sales 
Understand marketing strategies and sales planning 
and how these fit into the retail calendar externally and 
for Co-op. Learn how to deliver strategic objectives and 
commercial plans through your role and your team

Communication
Understand, develop and apply your own communication 
styles across different stakeholder groups and through  
a variety of channels. 

Product, stock and merchandising 
Three areas covering product knowledge and awareness, 
managing levels of stock and ensuring a lean but available 
stock holding and developing understanding and practical 
skills in merchandising.

Technology
Build knowledge in current and emerging technologies 
within the retail industry and how using tech effectively 
can help drive efficiencies across a retail business 
including Co-op. A really exciting topic given how much 
technological change is happening here at Co-op over the 
next few years.

Developing yourself and others 
Understand theories and learn new skills on how  
to develop yourself and your team around you ultimately 
helping to improve capability and drive performance

Legal and governance
Gain essential knowledge around the legalities, 
governance and regulation within the retail industry and 
develop the key skills needed to maintain legal and safe 
trading within your own retail environment

Diversity
Build awareness and consciousness around diversity  
of colleagues and develop the right skills and behaviours  
to identify diversity challenges and improve diversity 
within your own store.

End point assessment
This final part of the apprenticeship has 3 elements:
1) a 2 hour written examination
2)  a project presentation based on a Co-op  

business opportunity
3) a one hour professional discussion

This takes place after 18 months of learning.

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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How do I apply for the L2, L3 and L4 programmes?

Things to think about before  
you apply:
>  Can you commit to the length of the 

programme and the study hours?

>  Is this the right option for you?

>  Do you already have a similar 
qualification?

>  If you work in a smaller store you could 
be asked to move store as we cannot 
provide learning in 1-on-1 stores

Make sure you get your nomination 
and application in as soon as possible 
so there’s no delay in you joining the 
programme.

Find out more by clicking here >

Career conversation
Have a chat with your manager about your options and discuss the best route for you.St

ep
 1

Nomination
Complete the nomination form with your store manager or line manager and submit it online,  
via the colleague intranet site.St

ep
 2

Business review
Your area manager or large store regional manager, along with your people advisor and 
learning facilitator will decide who attends based on colleague and business need and let you 
know in due course.

St
ep

 3

Formal online application 
Submit your formal application within one week of receiving your invite email from resourcing. 
You’ll need to attach a CV (and your maths and English qualifications if you have them), give 
us some personal personal details and answer our eligibility questions. We’ll also need you to 
complete our Co-op values assessment here too. 

St
ep

 4

Maths and English review
If you’ve attached your qualification evidence in maths or English we’ll review it here. If not, or if you 
don’t have the right grade, we’ll send a quick online assessment to find out your level. This must be 
completed within 3 days.

St
ep

 5

Offer
If you meet all of our criteria, you’ll get an offer via MyHR. If not, we’ll give you feedback and let 
you know what your next steps are, which could include our pre-apprenticeship programme.St

ep
 6

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Degree apprenticeship
Key facts:
> 27-30 months
>  Open to customer team members, team leaders, team managers, 

store managers, area manager and retail support colleagues 
based in England

>  You’ll get a full chartered business management BA (Hons) 
degree from Anglia Ruskin University

>  You will also gain a Level 6 CMDA apprenticeship and lifelong 
membership of the  ILM

>  Compulsory residential study blocks in Nottingham
>  Fully supported and in-depth learning in business management 

to develop talented colleagues and progress their careers

As our most prestigious programme, the degree programme gives 
you everything you can expect from a full business degree, without 
the £22,000 price tag. It’s a learning journey of experiences and 
opportunities to develop that will broaden your understanding  
of Co-op, improve your leadership skills and give you everything 
you need to be a great Co-op colleague. 

Supported by Anglia Ruskin University, you’ll need to commit  
to residential study blocks and put in around 3 to 4 hours per week 
outside of work during the programme. It’s a challenge but one that 
will help you reach your potential in your current role and beyond.  

What you’ll learn
You’ll complete a number of different modules and get 
experience in different parts of the business. You’ll learn 
new skills, be pushed to develop your ideas and even  
have the opportunity to pitch a real life idea to senior 
leaders within Co-op.

Some of the modules you’ll complete are:

> career management and development

> entrepreneurship and enterprise realities

> commercial and organisational awareness and analysis

> organisational context and performance

> contemporary issues in leadership and innovation

> leadership values and behaviours

> strategy value and change

> critical organisational insights

Find out more by clicking here >

Partnership with

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Find out more by clicking here >

Degree apprenticeship

Entry requirements:
>  High performing colleagues working within food stores 

(from customer team members to area managers or 
large stores regional manager) and Retail Support 
Centre (all functions)*

>  Work in England (apprenticeship levy restrictions)

>  Eligible to work in the UK on a full time basis and  
a UK resident or EEA citizen for 3 or more years

>  Ideally you have maths and English language at GCSE or 
equivalent grade C or above and can provide evidence 
by 31 March 2019 (if you have lower than a grade C 
apply anyway and we could consider you)*

>  Currently working (or able to commit to working)  
30 hours or more per week

>  Able to commit to attending the pre-set residential 
learning blocks

>  Not on our ‘Shining Stars’ programme, or another 
apprenticeship with the Co-op or another employer

>  Not already holding or working towards a Business 
Management BA/MA or closely related study area

*If you already have your qualification evidence please 
upload a high-quality scanned or photographed copy with 
your application or email to us using the details below.

What support is provided?
> Apprenticeship Resourcing provide support when applying

> Apprenticeship Team make sure you get the best possible learning experience

> Anglia Ruskin University are on hand with learning support throughout

> Wider business – you’ll get full support from regional and divisional teams

Study blocks
In order to join you must be able to attend all of the below listed dates.

What’s the timeline?

2019
23 to 25 Sep
30 Sep to 2 Oct

2020
13 to 15 Jan
2 to 5 Mar
9 to 10 Mar

2021
11 to 13 Jan
13 to 14 Apr
21 to 24 Jun

14 January 2019 Applications open

31 March 2019 Applications close - all qualification 
certificates and evidence to be provided

10 May 2019 Places confirmed

23 September 2019 Programme begins

December 2021 Apprentices graduate

Partnership with

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Degree apprenticeship

Find out more by clicking here >

> Career Management and Development

> Career Management, covering:

> Career Theories and goal setting

> Networking and assignment workshop

> Entrepreneurship and Enterprise Realities

>  Commercial and Organisational Awareness and 
Analysis covering: Teams, Marketing and Finance

Study block 1-6 

>  Contemporary Issues for Leadership  
and Innovation

>  Organisational Context and Performance 
including: Marketing and HR

Study block 7-9 

 > Critical Organisational and Leadership Insights

>  Leadership Values and Behaviours including: 
Emotional and cognitive awareness

> Strategy Value and Change

> Undergraduate project

Study block 10-12 

Start End

Assessments are throughout the programme and include:
exams | written assignments | portfolios | presentations  | dissertation

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Find out more by clicking here >

How do I apply for the degree programme?

Things to think about before  
you apply:
>  Can you commit to the length of the 

programme and the study hours?

>  Are you available for all of the 
residential study blocks?

>  Is this the right option for you?

>  Do you already have a similar 
qualification?

Intake dates:
23 September 2019 in Nottingham

Applications open until 31 March 2019  
via jobs.coop.co.uk

St
ep

 1

Apply online 
Submit your application via the internal jobs page on jobs.coop.co.uk. You’ll need to answer 
questions about your motivations and skills and submit an idea for a business project  
(300-500-word answers each). You’ll also need to complete our online Co-op Values 
Assessment once invited. 

St
ep

 2

Online assessment
If you meet all the essential criteria you’ll be invited to complete an online psychometrics 
assessment to help us understand more about you and your potential. We’ll also send you a 
really useful insight report to help with your development.

St
ep

 3

Business review
Once you’ve completed your application and online tests and provided evidence of maths and 
English, we’ll send your application and details to the senior leadership team for your division  
or department to review. This decision will be based on criteria that includes performance and 
potential.

St
ep

 4

Offer and start 
Congratulations! We’ll process your offer and you’ll need to read and accept the terms and 
conditions of joining, which include a payback clause if you leave the programme. Once you 
accept you’ll be well on your way to a degree apprenticeship starting on 23 September 2019  
in Nottingham.

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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What is it?

Pre-apprenticeship programme

It’s a programme set up to help Co-op colleagues  
who do not meet maths and English entry criteria to gain  
a qualification in Functional Skills maths and/or English 
at Level 1 or Level 2 which will allow them to join the 
apprenticeship they are interested in. 

In order to join an apprenticeship 
programme the government stipulates 
that an apprentice should have  
a minimum level of maths and English 
language. As part of the recruitment 
process we will check your levels either 
through evidence of qualifications 
provided or an online assessment  
(excl. degree) but we know that not 
everyone will meet the minimum 
requirements. 

So to help our colleagues meet the 
minimum requirements and open up 
our apprenticeship programmes we’ll 
be running an ongoing maths and 
English functional skills programme  
in partnership with HART L+D. 

Find out more by clicking here >

How does it work?
>  10 to 16 week programme in maths, English or both 

subjects combined

>  Learners will receive a Functional Skills qualification 
upon passing all learning (level would depend on the 
programme interested in)

>  Web based and face-to-face learning approach – up to 
4 days of learning conferences and 7 planned webinars 
plus e-learning resources

>  3 UK locations – London, Leeds & Birmingham where 
learners have face-to-face learning conferences

What does the learning look like?
Throughout the programme learners will be given time 
as part of their normal day job. We’ll give learning hours 
for any face-to-face events plus 4 hours of the colleague’s 
working hours for all other weeks of the programme. 

Learning conferences
Day 1 – Covering areas of reading, writing and maths.  
Day 2 –  Speaking and Listening assessments and  

maths revision. 

Day 3 – Mock revision and exam. 

Webinars 
These will consist of various areas that need to be covered 
from the standards of maths and English and they would 
apply these within their work role. 

E-learning 
BKSB is an online resource where learners can refresh their 
knowledge or expand on what they have already learnt to 
check learning and practice what has been learnt. 

How does a colleague join?
If a colleague wants to join the pre-apprenticeship 
programme they just need to submit their nomination 
(Level 2-4) or apply online (degree) for the relevant 
programme. We’ll then assess the level of maths and 
English and from there we’ll be able to identify if they  
are eligible for the programme or if they would be suitable 
for the pre-apprenticeship. If so, colleagues will have  
to complete a final online test just to help us understand 
exactly what support is required and then we’ll invite them 
to join the programme in a suitable location.

IMPORTANT -  To be eligible all colleagues MUST 
meet all other entry criteria of the apprenticeship 
programme, details can be found on the intranet or 
the programme advert on MyRecruit. 

Partnership with

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=122648&epslanguage=en-GB
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Core
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Who is it aimed at?
Customer team members, team leaders, team managers 
and store managers.

What does it involve?
A selection of on the job learning, e-learning and  
facilitated sessions to be completed within the first  
3 months of starting in your role.

How long does it take to 
complete?
Core manager: 8 weeks
Core colleague: 12 weeks

What do I gain?
Core skills and behaviours needed to succeed in role  
as a Co-op colleague.

How do I apply?
It’s automatic and mandatory when you join the business  
or start a new role.

What you’ll learn:
By completing Core, you’ll get to grips with the basics  
of your role. Over the duration of your learning you’ll 
cover things like:

>  Legal and trading safely

>  Risk and security

>  Availability, standards and commerciality

>  POS and product

>  Welcome to Co-op

>  Community, membership and service

If you’re joining in a team leader, team manager or store 
manager role you’ll have other elements built into your 
learning such as:

>  Coaching and managing performance

>  Leading change and influencing

>  Running profitable stores

> Diversity and Inclusion

>  Personal brand and planning for future success

My Co-op Career - Core
Core is the essential part of your  
on-boarding experience at the Co-op. 
It allows you to get to know the Co-op, 
understand your role and how you fit  
in, as well as helping make sure you meet 
the standards that are expected of you. 

Find out more by clicking here >

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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My Co-op Career : Core – customer team members

Find out more by clicking here >

F2F Finding your bearings

F2F Community and membership

EL Scottish licensing (Scotland only)

EL Essential petrol skills  
(petrol sites only)

EL Health and safety

EL Day 1 policy information sheet

EL Don’t play with fire

Day 1

F2F Being Co-op

F2F Membership and community

F2F Where are we going?

F2F Service rocks

F2F Commerciality

F2F Diversity and inclusion

Week 2-4 | Welcome to Co-op

EL Age matters (Level 1)

EL Tobacco display ban
(England/Scotland/Isle of Man/Wales)

EL Post Office local
(Post Office Local stores only)

F2F Availability

EL Decrypting data protection

EL Energy and environment

EL Food safety

EL Keeping it safe

F2F Shop floor basics

EL Let’s talk about risk

EL General data protection regulations

Week 1

F2F Electronic point of sale (EPOS)

F2F Warehouse

F2F News and  magazines

F2F Checkouts

F2F Bakery/hot food/coffee

F2F TARA

F2F Opening and closing a store

F2F Availability

Week 2-12

F2F Face to face learning

EL E-learning

App Mobile application

Key

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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My Co-op Career : Core – team leaders

Find out more by clicking here >

F2F Finding your bearings

F2F Community and membership

EL Scottish licensing (Scotland only)

EL Essential petrol skills  
(petrol sites only)

EL Health and safety

EL Day 1 policy information sheet

EL Don’t play with fire

Day 1

F2F Being Co-op

F2F Membership and community

F2F Where are we going?

F2F Service rocks

F2F Commerciality

F2F Diversity and inclusion

Week 2-4 | Welcome to Co-op

EL Age matters (Level 1)

EL Tobacco display ban
(England/Scotland/Isle of Man/Wales)

EL Post Office local
(Post Office Local stores only)

F2F Availability

EL Decrypting data protection

EL Energy and environment

EL Food safety

EL Keeping it safe

F2F Shop floor basics

EL Let’s talk about Risk

EL General data protection regulations

Week 1

F2F Electronic point of sale (EPOS)

F2F Warehouse

F2F News and magazines

F2F Checkouts

F2F Bakery/hot food/coffee

F2F TARA

F2F Opening and closing a store

F2F Availability

Week 2-12

F2F Running an engaging session

F2F Face to face learning

EL E-learning

App Mobile application

Key

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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My Co-op Career : Core – team manager

Find out more by clicking here >

F2F Finding your bearings

F2F Community and membership

EL Scottish licensing (Scotland only)

EL Essential petrol skills  
(petrol sites only)

EL Health and safety

EL Day 1 policy information sheet

EL Don’t play with fire

Day 1

F2F Being Co-op

F2F Membership and community

F2F Where are we going?

F2F Service rocks

F2F Commerciality

F2F Diversity and inclusion

Week 2-4 | Welcome to Co-op

EL Age matters (Level 1)

EL Tobacco display ban
(England/Scotland/Isle of Man/Wales)

EL Post Office local
(Post Office Local stores only)

F2F Availability

EL Decrypting data protection

EL Energy and environment

EL Food safety

EL Keeping it safe

F2F Shop floor basics

EL Let’s talk about risk

EL General data protection regulations

Week 1

F2F Electronic point of sale (EPOS)

F2F Warehouse

F2F News and magazines

F2F Checkouts

F2F Bakery/hot food/coffee

F2F TARA

F2F Opening and closing a store

F2F Availability

Week 2-12

F2F Running an engaging session 

F2F Coaching and honest conversations

F2F A profitable store

F2F Face to face learning

EL E-learning

App Mobile application

Key

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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My Co-op Career : Core – store manager

Find out more by clicking here >

F2F Welcome to the programme

Day 1

EL Scottish licensing (Scotland only)

EL Essential petrol skills  
(petrol sites only)

EL Health and safety

EL Day 1 policy information sheet

EL Don’t play with fire age matters  
(Level 1)

EL Tobacco display ban

EL (England/Scotland/Isle of man/Wales)

Week 1 | Safe and legal

F2F Induction walkthrough

F2F 1 Angel Square powerwalk

F2F Being Co-op

F2F Introduction to diversity and 
inclusion

F2F Community and membership

Day 2 | Induction

App Shop floor

F2F Cash

F2F Availability

F2F Service

F2F TARA

F2F Depot familiarisation

Week 2-6 | Operations

EL Post Office local  
(Post Office local stores only)

EL Decrypting data protection

EL Energy and environment

EL Food safety

EL Keeping it safe

EL Let’s talk about risk

EL General data protection regulations

EL Bakery/hot food/coffee

F2F Food safety

F2F Managing petrol forecourt  
(Petrol sites only)

F2F Personal licence holder

F2F Opening and closing a store

EL Colleague resourcing

EL People matters - attendance

EL People matters - conduct

EL People matters - performance 
reviews

Week 2-9 | People

F2F Face to face learning

EL E-learning

App Mobile application

Key

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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F2F Developing my team

F2F Identifying and developing a  
talented colleague

F2F Running an engaging session

F2F Leading and embedding change

Week 4-5 | My team

My Co-op Career : Core – store manager - continued

F2F Situational leadership and  
team dynamics

F2F Coaching and honest conversations

F2F Influencing

F2F Storytelling

F2F A profitable store

F2F Critical thinking

F2F Time management

Week 6 | Me and my community

F2F Diversity and inclusion

F2F Leading membership and 
community

Week 7 | Planning for  
future success

F2F Planning for future success

F2F Personal branding

Week 8 | Trial store

F2F End point assessment

Week 9+ | Live in your own store

F2F Face to face learning

EL E-learning

App Mobile application

Key

Find out more by clicking here >

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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Excellence
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Who is it aimed at?
Customer team members, team leaders, team managers 
and store managers.

What does it involve?
Learning over a selection of 5 learning hubs*. Choose one 
area of focus and build your knowledge and skills to help 
make you even better in your current role.

It’s delivered through a selection of on the job learning, 
e-learning and facilitated sessions that help you complete 
the programme

How long does it take to 
complete?
Although there’s no set time limit, this would ideally be 
within 12 weeks of your face to face session. But it goes 
without saying that we’d expect you to complete your 
learning in full and to the best of your ability. 

What do I gain?
Excellence will help you achieve your ambitions and  
excel in your current role. It gives you a set of skills  
to make a difference in your role, broaden your  
knowledge and become more competent. 

Are there any entry requirements?
There are no formal entry requirements, but we do ask 
that:

>  You don’t have a recent history of performance  
or conduct issues

>  You’re fully committed to your learning and completing 
the programme. It’s a big investment of your time,  
and by the Co-op

What are the 5 hubs of learning:
The programme is structured into 5 different hubs and 
we’ll be adding to the programme throughout 2019.   
 
The hubs are:
>  Leadership*

>  A Profitable Future*

>  Functional Know How

>  Customer

>  Community and Membership 

My Co-op Career – Excellence 
Excellence is a programme that you’ll 
complete when you love your current role 
but are not looking for a promotion right 
now. It’s ideal for when you’d like to develop 
in a specific area in the store, help others 
and share your experience, knowledge  
and skills. 

Find out more by clicking here >
*We’re developing excellence over the course of 2019, currently we have only 2 areas available (leadership and a profitable future)  
but will be adding more this year. Keep your eye out for these launching.

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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My Co-op Career – Excellence 

Find out more by clicking here >

Choose which course you want to 
attend and let the store manager know.

Make a choice

Receive a golden ticket from area 
manager or large stores regional 
manager if successful.

Golden ticket

Get an invite from learning facilitator.

Invite

F2F Preparing to perform

F2F Great conversations

F2F Getting started with commerciality

F2F Driving commerciality

Complete your onward learning.

Onward learning

Tell us that you’ve finished by 
completing the intranet form.

Let us know

Your area manager or large stores 
regional manager will present you with a 
certificate.

Certificate

F2F Face to face learning

EL E-learning

App Mobile application

Key

Attend chosen 
face to face learning

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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How do I join Excellence?

Find out more by clicking here >

Your store manager or line manager will let your area manager or large 
store regional manager know you’re interested.St

ep
 3

Have a conversation with your store manager or line manager to let them 
know that you’re interested in Excellence.

St
ep

 2

Check out the learning modules that are available on the intranet and 
choose which one suits your needs.St

ep
 1

Your area manager or large store regional manager along with your 
people advisor and learning facilitator will decide who can attend based 
on the needs of the business and will let you know in due course.St

ep
 4

There are limited places, so if you’re not successful this time, don’t worry, 
we run sessions every 3 months.

St
ep

 5

If you’re successful, you’ll be given 7.5 hours to complete a combination  
of face-to-face learning, which your learning facilitator will invite you along 
to, and onward learning back in store. You must complete both parts  
to complete your Excellence journey. St

ep
 6

Are there any entry 
requirements?
There are no formal entry requirements, 
but we do ask that:

>  You don’t have a recent history  
of performance or conduct issues

>  You’re fully committed to your learning 
and completing the programme.   
It’s a big investment of your time,  
and by the Co-op

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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Boost
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Find out more by clicking here >

Who is it aimed at?
Customer team members, team leaders,  
team managers and store managers.

What does it involve?
Before you join you’ll be expected to complete a selection of 
on the job learning experiences covering key subjects in store 
(e.g. community, merchandising, leadership and more).

You’ll need to complete a self-nomination form with your line 
manager and if approved, it’ll be followed by some face to 
face learning sessions, helping you build on your knowledge 
and experiences so far.

How long does it take to 
complete?
It takes about 11 weeks from when you submit your 
nomination form, but the learning itself will be spread 
across 4 to 5 weeks.

What you’ll gain: 
>  On the job learning 

>  Practical and functional skills

>  Leadership and management skills development

>  The opportunity to work on your abilities before taking  
a promotion

>  The chance to join the talent pipeline and apply for 
suitable vacancies

What you’ll learn:
Depending on the Boost level you’re working through, 
you’ll learn a vast range of new skills across subjects which 
can include:

>  Colleague engagement and wellbeing

>  Delivering and receiving feedback

>  Key performance indicators and managing performance

>  Coaching and leading

>  Emotional intelligence

>  And lots more

Boost is a programme is designed to get 
you from customer team manager, all 
the way to area manager or large stores 
regional manager level.* When you join 
Boost, you’ll have completed a number of 
learning experiences to set you up for the 
next step. Boost gives you everything you 
need to take your career to the next level. 

My Co-op Career - Boost

*The store manager to area manager boost process is currently under review, for more information please speak to your line manager.

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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Find out more by clicking here >

My Co-op Career - Boost 
I want to be a team leader

Complete at least one experience
from each of the learning hubs.  
That’s a minimum of 5 different 
experiences.

Experiences

Complete nomination via the intranet.

Week 1-2

Receive outcome of nomination.

Week 3-4 Week 7-10  
face to face learning

F2F Delegating and achieving  
through others

F2F Mate to manager

F2F Feedback

F2F Intro to planning and prioritising

F2F Intro to Key Performance Indicators 
(KPIs)

Apply for roles.

Week 11+

F2F Face to face learning

EL E-learning

App Mobile application

Key

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB


32

Apply for roles.

Week 11+

My Co-op Career - Boost  
I want to be a team manager

Find out more by clicking here >

Complete at least one experience
from each of the learning hubs. That’s a 
minimum of 5 different experiences.

Experiences

Complete nomination via the intranet.

Week 1-2

Receive outcome of nomination.

Week 3-4

F2F Intro to coaching

F2F Intro to leading commercially

F2F Building and maintaining 
relationships

F2F Resilience and wellbeing

F2F Face to face learning

EL E-learning

App Mobile application

Key

End point assessment
Discuss how you’ve put your learning into 
practice with your store manager.

Week 9-10

Week 5-8  
face to face learning

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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My Co-op Career - Boost   
I want to be a store manager

Find out more by clicking here >

Complete at least 2 experiences
from the functional know-how and
leadership hubs and at least one
experience from every other hub. 

Experiences

Complete nomination via the intranet.

Week 1-2

Receive outcome of nomination.

Week 3-4

F2F Emotionally intelligent leader

F2F Intro to leading service

F2F Taking control

F2F Face to face learning

EL E-learning

App Mobile application

Key

Apply for roles.

Week 11+
End point assessment
Discuss how you’ve put your learning into 
practice with your store manager.

Week 9-10

Week 5-8  
face to face learning

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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My Co-op Career - Boost  
I want to be an area manager

Find out more by clicking here >

Complete at least two experiences
from each of the learning hubs.

Experiences

Complete nomination via the intranet.

Week 1-2

Receive outcome of nomination.

Week 3-4

F2F Managing managers

F2F Remote management

F2F A profitable area

Apply for roles.

Week 11+

F2F Face to face learning

EL E-learning

App Mobile application

Key

Week 5-10  
face to face learning

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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How do I join Boost?

Have an initial conversation with your line manager about your goals and 
agree that Boost is a suitable development pathway for you right now.

St
ep

 1

Find out more by clicking here >

Complete the nomination form with your store manager or line manager 
and submit it online, via the colleague intranet site.

St
ep

 2

Your area manager or large store regional manager, along with your 
people advisor and learning facilitator will decide who attends based on 
colleague and business need and let you know in due course.St

ep
 3

You’ll have completed the minimum number of experiences required for 
the role you’ve applied for.

St
ep

 4

If you’re ready for the next step, you’ll be invited to attend some 
Boost face-to-face learning sessions to help you build on the learning 
experiences you’ve already completed, and to give you the skills you need 
to take the next step in your career.St

ep
 5

After attending your face-to-face sessions you’ll need to complete the End 
Point Assessment with your store manager or line manager to talk about 
how you’ve put all your learning into practice.St

ep
 6

At this point you’ll be considered as ready to take on your next role 
and can apply for vacancies by following the relevant recruitment and 
selection process.St
ep

 7

Are there any entry 
requirements?
There are no formal entry requirements, 
but we do ask that:

>  You’ll need to have completed 
a minimum number of learning 
experiences to be eligible

>  You don’t have a recent history of 
performance or conduct issues

>  You’re fully committed to your learning 
and completing the programme.  
It’s a big investment of your time,  
and by the Co-op

http://theintranet.lb.live.co-op.local/Content/ContentPage.aspx?id=115116&epslanguage=en-GB
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Quick Guides
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Programme overview Food retail apprenticeships for 2019 Pre-Apprenticeship

Level 2 Level 3 Level 4- New for 2019 Degree English and or maths – NEW

Who’s the target 
audience?

Customer team member Customer team member, team leader 
and team manager

Store manager Customer team member, team 
leader, team manager, store manager, 
area manager and retail support 
centre colleagues

All who need to achieve entry criteria for one 
of the apprenticeship programmes

Likely next role Team leader Store manager Store manager, area manager or 
leader in wider Co op

Various leadership positions in Co op As an apprentice 

How long does it take 
from start to finish?

Up to 15 months Up to 18 months Up to 21 months Up to 27 months 3 months

What will learners gain 
from the programme?

•  Recognised industry certificate
•  Deeper knowledge of retail and 

retail operations
•  Development of personal skills
•  Simplified career development

•  Recognised industry certificate
•  Deeper knowledge of retail and 

retail operations
•  Development of personal skills
•  Simplified career development

•  Recognised industry certificate
•  Wider and analytical knowledge 

of leadership, management and 
operations including principles in 
decision making that underpin each 
of these areas

•  Development of personal skills
•  Simplified career development

•   Recognised qualifications
•  Detailed knowledge of leadership 

including remotely, strategy, 
commerciality and management 
development of personal skills

•  Exposure to current economic and 
industry challenges from external 
speakers, lecturers and expertise

•  Sessions from internal  
Co op senior leaders/exec

•  Chartered manager status and 
access to intranet library and up 
to one year after completion of 
programme

•  Level 1 which is the entry criteria for a Level 
3 and 4  apprenticeship

•  Level 2 which is the entry criteria for a 
degree programme

Do I get a recognised 
external certificate?

Yes Yes Yes Yes Yes

What level is the 
qualification?

Level 2 retailer (equal to 5 GCSEs)

Maths and English functional skills  
(if not obtained prior)

Level 3 retail leadership (equal to 2 
A-levels)
Maths and English functional skills  
(if not obtained prior)

Level 4 retail leadership (equal to 
foundation degree) 
Maths and English functional skills  
(if not obtained prior)

Chartered management and 
leadership BA (Hons.) Level 6 
Level 6 CMDA and lifetime ILM 
membership

English Level 1 or Level 2 available
English Level 1 or 2 ESOL
Maths Level 1 or Level 2 available

Are paid learning hours 
given?

Yes. 20% off the job learning for the duration of the programme (approx. 8 hrs per week if on a 30 hr contract) Yes. 20% off the job learning 
is included. This is made up of 
residential study blocks per year and 
additional 2 flexible days per month

Yes depending on programme undertaking

Number of places on 
programme in 2019

Approx. 90 Approx. 180 Approx. 60 20-30 Approx. 90

Can learners apply for 
other roles during the 
programme?

Yes. They’ll need to apply for any vacancy and go through the relevant recruitment process. If they are successful they will still need to commit to completing the programme in full.

Application process Nominations and online application Nominations and online application Nominations and online application Online application, psychometric 
assessment and shortlist (You must be 
able to attend all listed study blocks)

Apply for the programme you’re interested 
in, if you require the  
pre-apprenticeship we’ll let you know

When can colleagues 
apply?

Nominations can be submitted all year round via the intranet. Formal applications should be submitted as soon as 
possible once the colleague has received the official invite from resourcing services.

Applications open  
14 January - 31 March
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Programme overview Food retail apprenticeships for 2019

Core Excellence Boost

Who’s the target audience? Customer team member, team leader, team manager 
and store manager

Customer team member, team leader, team manager 
and store manager

Customer team member, team leader, team manager and 
store manager

Likely next role NA – Current role NA – Current role The next level up i.e. for customer team member the next role 
would be team leader

How long does it take from start to finish? Core manager: 8 weeks
Core colleague: 12 weeks

No set time limit 11 weeks including nomination process 
(4-5 weeks to complete all learning once on programme)

What will learners gain from the programme? •   Deeper knowledge of retail and retail operations
•   Development of personal skills
•   Simplified career development

•   Module based learning covering 5 key learning hubs
•   On the job, e-Learning and face-to-face learning 

sessions
•   Build on current skills and learn new ones too
•   Structured and supported learning in role
•   Personal and professional development
•   Increase competency and gain new experiences

•   On the job learning 
•   Practical and functional skills
•   Leadership and management skills development
•   Opportunity to finesse abilities before taking promotion
•   Join the talent pipeline and be considered a priority for 

suitable vacancies

Are paid learning hours given? The learning hours will differ depending on the 
programme but will be provided to the store to cover 
what is needed.

Learning hours will be provided to the store to cover 
modules and additional learning.

Learning hours are funded for face to face learning

What are the topics that will be covered? •   Legal and trading safely
•   Risk and security
•   Availability, standards and commerciality
•   POS and product
•   Welcome to Co-op
•   Community, membership and service

Plus additional leadership topics for those  
on Core Manager

The programme is structured into 5 different hubs and 
we’ll be adding to the programme throughout 2019.  
The hubs are:

• Leadership*
• A profitable future*
• Functional know how
• Customer
• Community and membership 

Depending on the Boost level learners will cover a vast range 
of new skills across subjects which can include:

• Colleague engagement and wellbeing
• Delivering and receiving feedback
•  Key performance indicators and  

managing Performance
• Coaching and leading
• Emotional intelligence

Can learners apply for other roles during the 
programme?

Yes. They’ll need to apply for any vacancy and go 
through the relevant recruitment process. If they are 
successful they will still need to commit to completing 
the programme in full.

Excellence is about making great colleagues even 
better in their current role. That said, learners can 
apply for any vacancy during the programme but will 
have to commit to completing their learning in full 
(where possible).

Yes. They’ll need to apply for any vacancy and go through the 
relevant recruitment process. If they are successful they will 
still need to commit to completing the programme in full.

Number of places on programme per area per quarter No restriction, dependent on number of new starters 15 spaces (customer team member-store manager) 
per area per quarter

30 spaces (customer team member - store manager) per area 
per quarter

Application Process Not applicable Colleagues will be identified by their line manager and 
area manager or large stores regional manager for the 
programme

Nomination form and talent review

When can colleagues apply? Not applicable, colleagues will be enrolled onto core 
automatically when in a new role.

Leaders will capture names for nominations all year 
round across their patch Intakes will be on a quarterly 
basis following invite from your learning facilitator.

Nominations can be submitted all year round via the intranet. 
Intakes will be on a quarterly basis following invite from your 
Learning Facilitator.
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If you’re looking for more 
information head to the  
intranet for more details


