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Overview of the session
● Background
● Choosing the right apprenticeship

standard and training provider
● Recruiting your apprentice
● Apprentice induction and enrolment
● The first three months
● 20% and End Point Assessment
https://nationaltechnicianscentre.ac.uk/app
renticeships/

Background – what is an apprenticeship?
“An apprenticeship is a job with training. Through an
apprenticeship, an apprentice will gain the technical
knowledge, practical experience and wider skills and
behaviours that they need for their immediate job and
future career.” (Education and Skills Funding Agency,
Employer Funding Rules, 2021-2022)
An apprenticeship must include a mixture of on and off the
job training.
●
●

Levy Funding - Training part of the apprenticeship, not
the salary.
Other options include - Levy transfer or government
co-investment.

Choosing the right apprenticeship standard
● A number of points to consider.
● Apprenticeship Manager
● Engagement of the technical team is
paramount.
● Work with managers of the teams to
outline what an apprenticeship is and
what support will be required from
the technical team.
● New apprentice, or existing member
of staff?
● Choose the standard.

● The home of ~649
apprenticeship standards.

Apprenticeship qualifications and
Professional Registration
● Are there any mandated qualifications?
● Can the standard lead to professional recognition through
registration e.g. Science Council
● Funding cap for the standard?

Choosing the right training provider
● Requires a lot of consideration.
● All training providers should be on the
governments Register of Apprenticeship
Training Providers
● Training providers tend to be FE Colleges,
Universities and private providers.
● Providers are usually listed against each
standard - E.G Education Technician

Recruitment - This is a key part of the
process
● Use your Institutions own recruitment system Advertising, Interviewing, appointing.
● Training provider may also advertise the post or
they can do the recruitment for you.
● Allow plenty of time- 3-4 months.
○ Lots of liaison with the training provider - use
their expertise.
○ Multiple documents to complete and register
○ Registration of the employer on systems such
as DAS (if not already registered).

Planning the apprentice induction
● Start date – needs to align with the training provider, particularly if they are on a
fixed term contract – ticking clock!
● Use your usual staff induction process - Apprentice is an employee.
● Cover off the most important things first:
○
○
○

●
●
●
●

enrolment with the training provider
making sure the apprentice has access to email and workplace
mandatory training.

Try and make the induction varied.
Work out how you will help the apprentice feel a part of the team.
Find a buddy or mentor that may be an former apprentice.
Find something the apprentice will be able to pick up quickly.

Enrolment
Every apprentice should be enrolled ideally on the first day of
their employment contract or as close to then as possible.
Enrolment covers some important documents and processes:
● Initial needs assessment
● Commitment statement
● Employer and Provider contract
● Apprenticeship agreement
● Individual learning plan and schedule of learning
● Digital Apprenticeship Service sign up

The first three months - crucial to the
success of the apprenticeship
● Use your training provider to support you
● Make sure your apprentice feels welcomed and valued. Use your standard staff
induction process.
● Think of quick wins where the apprentice can start contributing
● Don’t expect your apprentice to “hit the ground running”
● Meet regularly with your apprentice both formally and informally
● Make sure the apprentice is logging off the job hours e.g. shadowing, any employee
mandatory training.
● Hold the training provider to account e.g. make sure you have access to the training
providers online platform?

Roles and responsibilities
The employer and line manager:
● Ensure apprentice is fully supported – day to day management
● Comply with funding rules and facilitate payment to provider
● Provide the apprentice with job activities that map to the apprenticeship standard
● Support the apprentice to collate evidence, develop projects that map to the
apprenticeship
● Attend tripartite meetings with the provider and apprentice
● To alert the provider to any concerns
● Provide adequate time for off the job training
● Support the apprentice to prepare for the end point assessment

Roles and responsibilities
The training provider:
● Comply with funding rules and timely submission of data to government
● Provide the relevant taught input, including mandatory qualifications, in line with the
apprenticeship standard
● To provide and follow through a schedule of learning
● To alert the employer to any concerns
● Review and sometimes mark evidence, projects and assignments the apprentice may do
● Lead regular tripartite meetings with the apprentice and line manager
● To guide the apprentice to and through EPA
● Arrange certification after EPA is completed
● Support the apprentice to achieve any functional skills requirements

Roles and responsibilities
The apprentice:
● Needs to remember they are a paid employee. Terms of employment apply as for
any other member of staff
● To follow a schedule of learning and a schedule of work at their place of
employment.
● To alert the employer to any concerns
● Complete relevant assignments in a timely manner.
● Attend any taught sessions at the education provider and engage with their
apprenticeship tutor/lead
● Use the online platform to record evidence, tasks, meetings with Training provider,
link in with the duties of the relevant standard.

The off the job rule
Main points:
● 20% over the duration of the learning period, not necessarily 20% per week *
● Includes teaching of theory, practical training, shadowing, mentoring, learning
support, time spent on projects, assignments – must link to the apprenticeship
standard.
● Does not include: tripartite meetings, functional skills or any training or work
activities which is not new learning or related to the standard.
● Further information on what can be recorded as off the job training.

End Point Assessment
● Normally done by an independent assessment body (EPAO). This can be a
professional body
● Can take up to three months to complete
● 20% requirement not in place for the assessment period
● Training provider contracts with EPAO
● 20% of fees held back until assessment is completed
● Limited retakes can be possible
● Apprentice and line manager should be clear on EPA expectations from the outset of
the apprenticeship

Questions?

Also use ‘Send us your questions’

