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How can apprenticeship
training support my business

plan?
Thousands of businesses like yours are using apprenticeships to help them grow, How can this guide help my business?

Apprenticeship facts and be more productive. Whether they are recruiting new talent into the business S ] ) ] o ]

) L : ) ) ) This guide is for businesses based in Lancashire that are ambitious. It aims
or developing existing staff, these businesses have chosen apprenticeships to build ) ) ] o i ) o
to explain how apprenticeship training can link to your business's aspirations,
the knowledge,

S0 you can:

The Apprenticeship Levy skills and behaviours they need to succeed.

Here are some benefits reported by businesses: Attract and develop the best local talent

Support existing staff gain the skills needed to move through

£400 a month reduction on office costs your organisation

Tbe role of the training pro- Successfully implemented a new customer management system in six weeks Bring specialists into your company to grow and explore new markets
vider 20% improvement in staff retention saving £2,500 per person in recruitment
£90,000 added to the bottom line through better productivity As the Lancashire Skills and Employment Hub, we are keen to support businesses
like yours employ and develop people in this region. We believe apprenticeships
Local, challenges Apprenticeships are no longer just for young people, they help staff of all ages and y ) ploy PP p g PP ] P
! . ) now provide a breadth of opportunity to employers that has not been available
employers face levels progress in work. They can be undertaken at various levels upto degrees or

previously.

chartered status and provide a valuable pathway to develop the right staff, your . ) o . )
We hope this guide spells out those opportunities in a clear, impartial manner.

way — no matter what sector your business is operating in. i ] . . )
Get up and go If you need further local advice on apprenticeships, *Lancashire Skills and

What does that mean in practice? Employment Hub and Lancashire Work Based Learning (WBL) Executive Forum

are on hand to help.

Businesses are in the driving seat. You know the staff training requirements for *Sign up to the Lancashire Skills Pledge and choose ‘Take on an Apprentice’.

Maximise your your business to evolve and grow. You know which job roles are a priority for
apprenticeships development, and you understand the knowledge, skills and behaviours people o
abcdefgh need to do their jobs effectively. o I::}G LANCASHIRE

SKILLS PLEDGE

Action plan So, you're in the best position to choose from over 700 Apprenticeship Standards

and pick the ones which give you and your customers confidence that your staff are
competent in their role. www.lancashireskillshub.co.uk/
lancashire-skills-pledge
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Useful Information Apprenticeships are a integral part of the Lancashire Technical Education vision.
O To learn more about this: L ANCASHIEE SHOLLE L -.." -
.LancsSkillsHub.co.uk/Technical-Education-Visi A n e
wwuw.LancsSkillsHub.co.uk/Technical-Education-Vision/ L & EMPLOYMENT HUB L a..- ':': -EIISI |'! |.r e N
_* www.lancashireskillshub.co.uk www.lancsforum.co.uk
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https://www.lancashireskillshub.co.uk/apprenticeships/
https://www.lancashireskillshub.co.uk/apprenticeships/
http://www.lancsforum.co.uk/employers/
http://www.lancashireskillshub.co.uk
http://www.lancsforum.co.uk
http://www.lancashireskillshub.co.uk
http:/www.lancashireskillshub.co.uk/lancashire-skills-pledge
http://www.lancsforum.co.uk
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Most businesses have an idea of where they want to be in 3-5 years, even

if it's not always a formal written plan. But many don't have a skills development
plan to support their ambitions — despite the fact that companies with
comprehensive training programmes have over 200% higher income* per employee
than those without.

Apprenticeships are comprehensive, formal training programmes heavily subsidised
by the government. They provide a cost-effective solution to developing your staff
and business.

Apprenticeship definition:

“An apprenticeship is a job with training. It can be for new or existing employees.”

National Audit Office

*Association for Talent Development (ATD) 2016 report.

wcesorze [

Here are three ways apprenticeships can support business growth
and efficiency:

1 Degree apprenticeships?
Encourage new recruits to your business with the offer of debt-free degrees.

2 Career changers
Support career changers into a new, local job where individuals feel valued
and engaged.

3  Can't afford the training?
There are financial incentives for employing young people as apprentices.

Case study:

Brownlow Utilities is an independent energy consultancy helping businesses to
manage their energy and water and takes on apprentices in entry-level jobs, giving
them time to learn the culture of the business on-the-job.

Amanda Byrne, Sales and Marketing Manager, said:

“We take on administration apprentices to ensure we have a young, eager portion
of the business who can drive the longer-term aspirations of the company and
keep the business ‘in the know'

“Our apprenticeship programme is really beneficial to the business. The
apprentices have brought fresh ideas and are transferring their knowledge from
the off-the-job training to our day-to-day practice.

"One of our former apprentices is now a manager at 23 years of age, earning a
very competitive salary, managing hundreds of clients and a team of employees.”
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ambitious businesses

-| Apprenticeships deliver for

Apprenticeship facts

1 Identify where training can improve practice
Apprentices improve business productivity by £10,280 (per year)
once qualified* and 86% of employers said that apprentices helped to
develop relevant skills or fill skills gaps

The Apprenticeship Levy

2 Prepare for future challenges

The role of the training pro-
The world of work moves fast. Train your staff to use new techniques

vider
or equipment.
3 Professional industry qualifications included
Local, challenges Save money by putting staff through chartered status as part of a subsidised
employers face apprenticeship.

Case study:
Get up and go

Lancashire County Council offers a wide range of apprenticeships from Level 3
(‘A Level standard) to Level 7 (Master's Degree Level) across all their services for
employees. Not only is this open to new recruits, but existing staff too and can be

Maximise your in occupations such as management, social care, teaching assistance and IT.

apprenticeships Learning Development Officer, James Beardwood, gives this advice to other

a b cdef gh businesses: “If there's an opportunity to recruit, hire an apprentice and develop
them at grassroots level. By investing in someone you are making a long-term

Action plan investment in your business”.

"l would say don't just think about school leavers either, apprenticeships are open
to all age groups to develop at a range of levels, so why not think about developing
your existing workforce too.

— O 00 4 O~ O & OO

Useful Information
“For those considering an apprenticeship | would highly recommend they do it and
O consider the benefits of work-based learning and the skills and experiences they
will develop in addition to the qualifications they can achieve.”

Lancashing
g =, Crimpriien P ari *Achieving the benefits of Apprenticeships, 2018.

wccworze [ [

1 Reward loyal staff by expanding their responsibilities
Motivate existing staff to learn new skills that support multitasking or a
move into a new role.

2 Use apprentices for marketing and sales
Bring new staff into your organisation to learn skills specifically related to
supporting growth.

3 Employ then place apprentices
Rotate people around departments, before placing them in a team that is the
best fit for their skills.

Case study:

Lancashire Care, NHS Foundation Trust, uses apprenticeship training as a career
progression opportunity. They recruit apprentices in entry-level jobs with the
intention of offering further apprenticeship training as staff develop and become
more specialised.

Natalie Bradley, Vocational Learning Coordinator, says:

"We offer all levels of apprenticeships to staff, from Level 2 through to
degree-level, in a wide variety of job roles ranging from administration jobs to
specialist healthcare professionals.

"Apprenticeship training helps us to maintain a highly skilled workforce, bringing in
new talent and helping us to grow and develop our existing staff. In fact, we have
had many successful apprenticeships at Lancashire Care. Seeing staff develop and
go on to progress within our organisation is very rewarding. Some of our apprentices
have progressed and are now on their 3rd or 4th apprenticeship with us.”
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Apprenticeships deliver for
ambitious businesses

Q

How can apprenticeship
training support my business

NO

plan?
Who can do them? Just a few examples of types of role
Anyone aged over 16 Accountant Mechanical Engineer
Graduates and non-graduates Architect Personal Trainer
New or existing staff Automation Engineer Pharmacy Services
The Apprenticeship Levy Individuals that have a right to work in the UK Brewer Project Manager
Care Worker Senior Leader (CEO)
Business impact* Chartered Manager Software developer
. ) ) ) ) ) ) Chef Solicitor
The role of the training pro- 96% of employers using apprenticeships say their business has benefited _ , _
vider 86% of employers using apprenticeships say that they have helped develo Customer Advisor Teaching Assistant
’ p Y & p? . P .v . Y P P Digital Marketer Textiles Production
relevant skills for the organisation and to fill skills gaps ' . .
Finance Officer Veterinary Nurse

78% of employers using apprenticeships say they increase overall productivit
Local, challenges Ploy &4pp pssaythey P v Graphic Designer Warehouse Operative

69% of employers using apprenticeships say they improve staff retention
employers face ploy gapp pS say they Imp Laboratory Assistant

25% of customers are willing to pay more for products from a business that

. ... And many, many more!
employs apprentices
Get up and go

Apprenticeships are a great investment. They last at least a year and provide Apprenticeship training can lead to:

staff with an opportunity to learn a whole role, on-the-job, supported by your Certificate of competency
Mo business and by an external training partner. They can bring the newest ideas and NVQs, HNCs and HNDs
xmise your innovations into the working of a company and can help generate an extremely Degrees and Masters' Degrees

apprenticeships
defgh loyal workforce. Chartered or Professional Status

English and Maths GCSE equivalents

a b ¢

Apprenticeships are not a quick fix. If you're looking to give your staff refresher

— O |00 N Oy O

Action plan T o ] ] i Health and Safety certificates
training in only one or two elements of their job, apprenticeships are not the right Equality and diversity in the workplace
route. However, if you want to grow your own skilled staff over the longer term,
then why not consider how apprenticeships could work in your company?
OUsefu| Information
Lancashing
o, - TTRITE Fasfnerdhip

*Achieving the benefits of Apprenticeships, 2018.
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Apprenticeships deliver for
ambitious businesses

How can apprenticeship
training support my business

plan?
Your commitment
Be prepared apprenticeships are at least a year long
Work in partnership with a government-approved training partner
(or be approved yourself)
The Apprenticeship Levy Give your employees at least 20% of paid time in off-the-job training

Be prepared to pay towards some of the training costs (most businesses
pay just 5%)
Pay wages to your apprentice that will attract and retain quality staff

The role of the training pro- ) . . .
Assign a mentor and line manager to support their learning

vider

What you should expect in return
Local, chall .
0cal chatlenges Improved productivity
employers face . .
Improved staff attraction and retention
Improved customer satisfaction and repeat business
Get up and go Improved ability to meet future challenges

Ultimately, a substantial return on your investment in training

Financial incentives
Maximise your

apprenticeships No employer N.I. contributions for an apprentice under 25

ab c def gh £1,000 to support 16-18 year olds and 18-24 year old care leavers
or those with a disability**

Action plan Free English and maths training for those that need it

Industry training at a fraction of the cost of paying full cost

Employ less than 50 people? There are no training fees for

Useful Information eligible apprentices

O Apprenticeship minimum wage is £3.90/hour in the first year or for under 19s,

although most employers pay their apprentices at a higher rate

Lancashing
o, - TTRITE Fasnership .
**Must have a Education and Health Care Plan

Tools and links:

&
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Achieving the Benefits of Apprenticeships — A Guide for Employers

The Register of Apprenticeship Training Providers


http://www.supplytrain.co.uk/employers-apprenticeship-quiz/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/750903/Apps_A5_Achieving_the_benefits-280918-2.pdf
https://www.gov.uk/guidance/register-of-apprenticeship-training-providers
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/750903/Apps_A5_Achieving_the_benefits-280918-2.pdf
http://www.apprenticesurvey.co.uk/employerquiz
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The government asks large businesses to pay an Apprenticeship Levy. The
purpose of the levy is to encourage large businesses to employ and train staff
using apprenticeships. The levy also generates funds to subsidise the cost of
apprenticeship training for smaller businesses.

Does my company pay the levy?
Yes, if you have an annual payroll of over £3million

Approximately 2% of businesses in the UK pay the levy
Levy-payers pay 90% of the apprenticeship training costs
The government pays the remaining 10% of the costs

Levy-payers must use the Government's online apprenticeship service to
manage apprenticeships and payments.

More information at: www.gov.uk/guidance/manage-apprenticeship-funds.

Non-levy payers

Your company doesn't pay the levy if its annual payroll is less than £3million
Approximately 98% of businesses in the UK don't pay the levy

Non-levy payers pay just 5% of the apprenticeship training costs

(plus VAT in some circumstances)

The government pays the remaining 95% of the costs

In future, all employers will use the online apprenticeship service to manage and
pay for apprenticeship training. You will be invoiced for your 5% contribution by your
training provider.

wceror2o [

Transfer levy funds

Levy-paying organisations are able to transfer 25% of their unspent levy funds to
other businesses. This can be to any business (levy or non-levy) or a government
approved Apprenticeship Training Agency.

Most organisations that transfer funds do so to help their supply chain or SMEs

access training they couldn't otherwise afford. Essentially, a transfer means the
receiving organisation does not have to contribute to the cost of apprenticeship

training. It also gives the receiver the choice of all the training providers listed on
the Register of Apprenticeship Training Providers.

Tools and links:

O;) Estimate my employer levy contribution

/o Apprenticeship Levy — Policy Paper 2016

Q

2 Apprenticeship Levy transfer video

Q

What is an Apprenticeship Training Agency?

%


http://www.gov.uk/guidance/manage-apprenticeship-funds
https://estimate-my-apprenticeship-funding.sfa.bis.gov.uk/
https://www.gov.uk/government/publications/apprenticeship-levy/apprenticeship-levy
https://www.youtube.com/watch?v=6sH0gDiU9NM
https://www.gov.uk/government/publications/apprenticeship-training-agencies
https://www.gov.uk/government/publications/apprenticeship-levy/apprenticeship-levy
https://www.youtube.com/watch?v=6sH0gDiU9NM
https://www.gov.uk/government/publications/apprenticeship-training-agencies
https://estimate-my-apprenticeship-funding.sfa.bis.gov.uk
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Apprenticeships deliver for
ambitious businesses

How can apprenticeship
training support my business

o F

plan?
Apprenticeship training needs three parties: the person doing the apprenticeship, How do | find the right training provider?
Apprenticeship facts the employer and a government-approved apprenticeship training provider. The key

You can:
to successful apprenticeships is to find the right training provider(s).
) . ) ) . Contact the Lancashire WBL Executive Forum by signing up to the
There are hundreds of private training companies, colleges and universities ) ) ) - ) ) )
‘Take on an Apprenticeship’ Pledge for local, impartial apprenticeship advice

The Apprenticeship Levy approved by government to provide the off-the-job training on apprenticeships.

It's crucial to choose a provider that understands your ambitions for the business
and knows how to get you to where you want to be.

Search for the types of training you need on the Find An Apprenticeship

N WIN

website
Phone training providers directly

.. . I i Receive calls from providers or meet them at trade shows
The training provider has responsibility for the quality of your

apprenticeship programme As with any new supplier, the most important part of finding a good training

Local, challenges Some businesses are apprehensive about starting an apprenticeship because provider is ta ask the right questions.

employers face they are unsure how best to analyse skills gaps in their company, what their legal

obligations are, what's involved or fear they'll get tied up by red tape. You want to check that:

, ) . . . The provider understands your sector
Get up and go You needn’t worry. Approved apprenticeship training providers can support you oo ) )
. . . ) ) Their trainers have the relevant expertise to train your staff
before, during and after the apprenticeship. Providers providers support you to o o ) ) o
) ) . . ) They will tailor the training to suit your business and individual staff members
train a more productive workforce, and are ultimately responsible for the quality of o ) L i i )
. ) » You are satisfied with the provider's achievement and satisfaction rates

your apprenticeship programme. They must demonstrate how the training meets

Maximise your Ofsted's requirements and the 20% off-the-job training rules. ) ] )
apprenticeships They show you the total cost (including VAT and exam fees where applicable)

They are clear about what's expected from you as the employer

b d f h They will help you achieve a good return on your investment in apprenticeships
‘ ‘ © J Ask the training provider questions - get them to help! / Py & Y PP P

Acfion plan Training is their business — their reputation is on the line. The right provider will

OUsefu| Information
Larncashing
o, - TTRITE PFasinership

walk you through the process and explore who will deliver each aspect of training.
Then they will create and deliver a training programme that meets the needs of
your organisation and your staff.

— O |00 O~


www.humberlep.orgthe Humber LEP's Skills Team
http://www.lancsforum.co.uk/apprenticeships/
https://www.lancashireskillshub.co.uk/pledge-account/register/
https://findapprenticeshiptraining.sfa.bis.gov.uk/Apprenticeship/Search
https://findapprenticeshiptraining.sfa.bis.gov.uk/Apprenticeship/Search
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Apprenticeships deliver for
ambitious businesses

How can apprenticeship
training support my business

plan?

Deliver training with your training provider :
Apprenticeship facts Tools and links:

You or your staff can deliver some of the off-the-job training of the apprenticeship,

in partnership with the training provider, if that's of interest to you. As mentioned, ’ TOOL5.1 Training Provider Questions

the training provider is responsible for the quality and legality of the 20% off-the-
The Apprenticeship Levy job time. But, you are the experts in your field, so your input could improve the O;) e S ) TR G Tl RS e i PR e

quality of the programme.

N WIN

Listen carefully to the provider when they explain your involvement. They must be
confident your input meets government and Ofsted standards and is broad enough
to apply across the industry and not specifically to your company. It won't work in
all cases, so talking openly and honestly is advised.

Local, challenges
employers face Employer Provider

If you can't find the right training provider for your needs, there is the option

Get up and go of becoming a government-approved Apprenticeship Employer Provider in
your own right. The types of company that do this usually employ over 1,000
people and have large budgets as well as HR and training departments. Itis a
significant, but rewarding undertaking.

Maximise your

apprenticeships

a b cdef gh

Action plan

OUsefu| Information
Larncashing
o, - TTRITE PFasinership
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https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-5.1-Training-Provider-Questions.pdf
https://www.gov.uk/guidance/becoming-an-apprenticeship-training-provider
https://www.gov.uk/guidance/becoming-an-apprenticeship-training-provider
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Action plan
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Employers across the UK often struggle to recruit skilled, experienced staff,
but the reasons vary across different areas.

The research in Lancashire shows several key facts:

Compared to England, Lancashire has lower level skills and has a much lower
population of highly-skilled residents.

Where there's a low take up of higher-level skills opportunities, that's due to a
number of factors, including low aspirations to engage in jobs and careers
with higher level skills requirements.

There's a significant expectation of ‘churn’ and a need for replacement staff
within all employment sectors.

How can apprenticeship training help reduce these barriers?

Apprenticeships provide an opportunity to develop local talent and address technical
skills gaps in the Lancashire economy. For those experiencing skills gaps and facing a
loss of vital knowledge as an ongoing workforce retires taking their skills with them.

Apprenticeships provide a long-term solution.

Apprenticeship training can develop new recruits and existing employees. This
allows you to create a clear progression route for staff that want to move up the
career ladder at your organisation and become highly-skilled.

Apprenticeship training can also help reduce churn in your business, as evidence
shows apprenticeship training creates more motivated loyal and satisfied
employees. When someone knows you are investing in them, they are keen to stay
with your business and help you succeed.

wceroorze [l

Local, impartial apprenticeship support

The Lancashire Skills and Employment Hub is helping to enable a balanced, skilled
and inclusive labour market to underpin the region’s businesses, and to contribute
to economic well-being and growth across the Lancashire region.

The Lancashire Skills and Employment Hub has four strategic priorities

future workforce

inclusive workforce

skilled and productive workforce
and an informed approach

Visit the Lancashire Skills and Employment Hub website for details of our work.

Tools and links:

é) Lancashire Skills and Employment Strategic Framework

é) Lancashire Skills and Employment Evidence Base

OUsefu| Information
Larncashing
o, - TTRITE PFasinership


https://www.lancashireskillshub.co.uk/about-us/strategic-framework/inspire/
https://www.lancashireskillshub.co.uk/about-us/strategic-framework/influence/
http://https://www.lancashireskillshub.co.uk
https://www.greaterlincolnshirelep.co.uk/whats-new/help-for-employers-to-attract-talent-to-lincolnshire/
https://lancashirelep.co.uk/key-initiatives/skills-employment/lancashire-skills-and-employment-strategic-framework-2016-2021/
https://teesvalley-ca.gov.uk/wp-content/uploads/2018/04/EES-Strategy-Brochure-LRez.pdf
https://www.lancashireskillshub.co.uk/about-us/evidence-base/
https://www.greaterlincolnshirelep.co.uk/priorities-and-plans/strategies-and-plans/
http://www.lancashirelep.co.uk/media/26805/The-Lancashire-Skills-and-Employment-Strategic-Framework-final-version-February-2016.pdf
https://www.lancashireskillshub.co.uk/about-us/evidence-base/
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Recognise skills gaps

Identify areas where staff training
could support your business
objectives. If you're already training
people in these areas, some of this
training could be included in an
apprenticeship programme.

EMPLOYERS' APPRENTICESHIP TOOLKIT

Get impartial advice

By signing up to the Skills Pledge
this will gain an impartial advice on
tailored local support.

Identify specific apprenticeships

Identify specific apprenticeship
training using Find Apprenticeship
Training that could work for your
staff and understand the maximum
training costs - remember most
businesses pay just 5% of the listed
training cost.

weiors [l

Research training providers

On Find Apprenticeship Training
website, you can ‘Search Providers',
This will show you which training
providers can deliver the training
you need. Call a few or visit each
provider's website for more detail
and to get a feel for whether they
can support you.


http://www.lancashireskillshub.co.uk/lancashire-skills-pledge
https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-7.1-Apprenticeship-Ambassador-Networks-v2-0.pdf
https://findapprenticeshiptraining.apprenticeships.education.gov.uk
https://findapprenticeshiptraining.apprenticeships.education.gov.uk
https://findapprenticeshiptraining.apprenticeships.education.gov.uk
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Invite preferred provider

Choose a provider or two to visit
you and talk in depth about your
needs. They will carry out health
and safety checks and confirm
that your chosen staff members

are eligible to receive government
funding. They should also discuss

how to make the training suit
your business.

Ask another employer

(Optional) Recruit and select

If you're recruiting, work with
the provider to advertise your
apprenticeship vacancies. The
provider can help manage and
filter applicants. At interview,
select the person with the right
attributes that you can develop
through the apprenticeship.

If you are not sure if apprenticeship training is right for your business, talk

to other employers. You can get in touch with the Lancashire Apprenticeship

Ambassador Network. This is a network of apprentice employers who will give

you advice and support from an employer’s point of view. You can also join this

network and become an ambassador

Agree and commit

Once you have selected the people
going on to an apprenticeship, the
provider will run through some
initial assessments with them
before generating an individual
learning plan (ILP). You will agree
to the plan and sign an
apprenticeship agreement and
commitment statement.

e zore [l

Begin your journey!

Your staff start learning the
knowledge, skills and behaviours
needed to be a real asset to
your business.

Tools and links:

é) Lancashire Apprenticeship Ambassador Network


http://www.lancsforum.co.uk/apprenticeships/lancashire-apprentice-ambassadors/
http://www.lancsforum.co.uk/apprenticeships/lancashire-apprentice-ambassadors/
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This part of the toolkit provides more technical content. You can use
it as a checklist when planning, designing, recruiting or supporting
people through their apprenticeships.

Apprenticeship facts

The Apprenticeship Levy
Workforce planning

Finance and funding
The role of the training pro-

vider
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Link training to your business plan to identify current and future skills gaps
Think about how staff training could support a 3-5-year business plan.

You might identify skills gaps inhibiting current productivity, roles you can't
fill or training that staff will need in the future, such as understanding new
legislation or using technology.

Capture all training currently taken by staff

You might already be paying for existing staff to take qualifications that are
mandatory in your sector. This training could form part of an apprenticeship
at less cost. If staff are paying for their own training it might increase their
motivation to stay in your business if it formed part of an apprenticeship
instead — in which case they would not pay anything themselves.

Identify progression opportunities from entry-level to senior management

Does your company have a clear pathway for all staff to progress? It might be
that some people leave your organisation because they can't see a clear route
to move up the career ladder.

Top fip:

Think about how you could take on entry-level apprentices in your business
and rotate them through various departments such as reception, sales,
account management and finance, during the apprenticeship. As the training
comes to an end, they will have a thorough understanding of how the

whole business operates and have a better idea where they see their career
heading. You can then work with the apprentice to decide which team to
place them in long-term and give them more specific apprenticeship training
to cement their knowledge should they need it.

Successfully transitioning staff from operational to management roles
is a difficult process in many companies. Integrating team leading and
management apprenticeships can support this activity.

e wors [l

Return on investment and Key Performance Indicators

Measure the success of your training with something tangible. You may
already use key performance indicators for things like profit, productivity
and customer satisfaction. You should be able to see how these indicators
improve through apprenticeship training.

Training affects individual performance as well. Setting and reviewing
individual targets at apprenticeship reviews can support the performance
management process.

Some businesses tie apprenticeship training to specific projects, e.g. finding
efficiency savings or increasing sales. These kinds of projects give businesses
a direct, financial value related to their training investment.

Tools and links:

’ TOOL8a.1  Training Needs Analysis


https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8a.1-Training-Needs-Analysis.pdf
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Before embedding apprenticeships into your organisation, it is important to

recognise all the costs associated with a comprehensive training programme.
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Training costs — Non-levy payers pay just 5% of the cost of apprenticeship
training. This is between £75 and £1,350 across the length of the
apprenticeship. There may be VAT, exam and certification fees on top of this.
Ask the provider for the total amount before you proceed.

Wages — Employers must pay the person on the apprenticeship their wages
for work and training time. The apprenticeship minimum wage is £3.90 per
hour in the first 12 months (or if the apprentice is 16-18). However, most
employers pay more than this. Think about a wage that will allow you to
attract quality candidates to the role but acknowledges someone is learning
on the job and not yet fully qualified.

Mentoring - You or a member of your team must make time to support the
person on the apprenticeship and regularly liaise with the training provider.
Think about how this could work within existing processes in your company.

20%-off-the-job — The apprentice is training away from their general duties at
least 20% of their paid time. This means they are not on their workstation
doing their day job. Think about how you will see a return on investment for
this time off the job.

Company costs — occasionally there are other costs companies face when
offering apprenticeships. This could be an increase in insurance for taking on
unqualified workers, expenses for overnight off-the-job training, etc. Think
about your individual business.

Levy paying organisations - have access to their finds via the Digital System.

wcersorze [l

2 Incentives and benefits

The main driver for apprenticeship training should be to improve your business
performance, staff loyalty and customer satisfaction. However, there are several
incentives and additional benefits of apprenticeship training that employers should
be aware of.

a) £1,000 for employing a 16-18-year-old — Businesses are given £1,000
over two instalments for employing a 16-18-year-old as an apprentice.
£500 at three months and £500 on completion of the apprenticeship.

b) £1,000 for employing some 18-24-year-olds — The 16-18 incentive is
extended to businesses that employ 18-24-year-old apprentices that have
previously been in care or have a learning difficulty or disability as
recognised by an Education and Health Care Plan. This incentive can help
you demonstrate you're a disability confident employer.

c) No training costs for small businesses - If you employ less than 50
people and train a 16-18-year-old or qualifying 18-24-year-old on an
apprenticeship, your business does not have to pay any training fees.
This means you could access £27,000 worth of training for free.

d) No Employer National Insurance contributions — Any business that offers
apprenticeship training to an employee under the age of 25, does not have
to pay any Employer N.I. contributions.* This saving is almost always more
than the 5% contribution to training for non-levy payers. Plus, the more you
pay the apprentice the higher the saving.

Employer N.I. example:

An independent insurance firm in Preston employs a 19-year-old on £ 14,000 per
annum to carry out administration work. He is a real asset to the company and
wants to progress. As such, they decide to put the 19-year-old on a two-year
Insurance Professional apprenticeship. The training will cost £450 per annum, yet
they save £769.49 per annum on Employer N.I.

* For the Apprentice


https://disabilityconfident.campaign.gov.uk
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e) Mandatory qualification — If your organisation needs staff to gain certain
qualifications, apprenticeships can help. This could be specialist health and
safety cards, industry-standard training or chartered status. This type of
training may cost thousands of pounds but can often be included in the
apprenticeship if it supports the knowledge, skills and behaviours needed to
pass the programme. Ask your chosen training provider if they can include
specific certificates.

f)  Attract top talent — Many people are interested in working for employers
that offer qualifications and training as part of a work package. Your business
could offer degree-apprenticeships to support graduate-calibre staff access
debt free degrees. With the cost of university rising this is a very attractive
proposition for ambitious people.

3 Paying your training provider

Levy-paying employers pay for their training through their government online
apprenticeship account. A training provider is selected, and payment amount
agreed. A proportion of their fee is then deducted from the account each month.

Non-levy paying employers are invoiced for the apprenticeship training by their
training provider. You can agree with your training provider how often payment
will be taken and at what percentage of the total amount.

Many training providers prefer employers to pay for their apprenticeship
training up-front or annually. If you do this, and your member of staff leaves the
company or comes off the apprenticeship early, you are legally entitled to a part-
reimbursement. Effectively, you should be reimbursed minus the months they
were on programme.

PAGE 16 OF 28 . .

4 Negotiating training costs

Each apprenticeship programme is allocated a maximum funding band by
government. This means if you are a non-levy payer you pay up to 5% of that cost.
Anything over that band, you would pay 100% of the difference.

VAT on your 5% and some additional fees may apply, depending on whether you
work with a private or public training provider and if you've chosen to add extra
qualifications to the apprenticeship.

Many training providers will charge the maximum funding band, but you are quite
within your rights to negotiate that amount if you do not think it is value for money.
Alternatively, ask if there is additional support that can be provided, such as a day's
training for your mentors so they know their role in the apprenticeship or health
and safety guidance for all staff.

Tools and links:

’ TOOL 8b.1 Cost Benefit Analysis Tool


https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8b.1-Cost-Benefit-Analysis.pdf
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At least 20% of your apprentice’s time will be spent in off-the-job training. As such,
you should be confident that the experience they are receiving is benefiting both
the apprentice and your business.

Where to start

There is no prescribed place to start searching for a training provider. If you want
local impartial advice sign up to the Lancashire Skills Pledge and click that you are
interest in the ‘Take on an Apprentice’ Pledge. Alternatively if you want to search for
providers online, visit Find Apprenticeship Training and search by job title.

A list of relevant apprenticeships will appear with further details and costs.
Remember, if you have a payroll of less than £3million per annum, your business
only pays a maximum of 5% of that listed price.

Once you think you've found apprenticeship training that is suitable, click the search
training providers button. Put in your postcode and look at the provider profiles.
You should be able to see how the provider delivers this training, as well as their
achievement and satisfaction rates.

Speak to at least two providers

Phone a couple of the providers to get further details. Check that the provider
understands your sector and ask about the trainers’ experience. You want to
identify how they might tailor the training around your business and support the
apprentice whilst they are on learning.

Provider interview

Invite your chosen provider to your premises. They should carry out a health
and safety check, make sure your organisation is eligible for government
apprenticeship funding and get further details from you about how you need
the training structured.

e vore [l

Take note:

Good training providers can offer more support that just training. They can be a
good sounding board for issues on HR, recruitment, equality and diversity, health
and safety and compliance. These are all areas they are audited against and they
work with many employers to support them with this.

Select the provider

If you have found a partner provider, you have approved costs, received the contact
details of relevant staff, now agree when and how often payments will take place.
Make sure they include VAT and exam and registration fees if applicable.

Ultimately, you are looking to form a long-term partnership with a training provider
that can support your business ambitions through apprenticeship training. Be
confident the provider is on hand to support you and the apprentice throughout
the programme and assist with any difficulties you might have.

Tools and links:

’ TOOL 8c.1 Training Provider Checklist

@O Lancashire Skills Pledge


https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8c.1-Training-Provider-Checklist.pdf
https://www.lancashireskillshub.co.uk/lancashire-skills-pledge/
https://www.lancashireskillshub.co.uk/lancashire-skills-pledge/
https://findapprenticeshiptraining.sfa.bis.gov.uk/Apprenticeship/Search
http://www.lancsforum.co.uk/sorted/
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Finding the right person to employ as an apprentice is just as important as finding

the right training provider to deliver the off-the-job training.

To increase your chances of employing the right apprentice, you should:

1

Look for assets you can develop beyond qualifications and previous
experience

Apprenticeships are about giving someone an opportunity to prove
themselves on-the-job. Over the course of the apprenticeship your staff

and the training provider will develop the apprentice into an outstanding
member of staff. This means you should assess what attributes you want
an apprentice to have on day one and what you are looking to develop during
the apprenticeship.

Make sure your advert is connecting with a wide pool of talent
Apprenticeships provide an opportunity to diversify your workforce and
attract young talent that might not usually consider your industry.

When creating job description and person specification really consider the
audience you are looking to engage. Are you using too much jargon, do you
have the right expectations?

Many young people, particularly those looking for their first job will have
limited experience of the world of work. Using technical jargon or looking
for a range of prior experiences might create barriers for the future talent
you want to attract.

Top fip:

If you want to attract a more diverse workforce make sure the language you
use in your job advert appeals to men and women and people from a range
of different backgrounds. For example, if your industry is male dominated,
it's a good idea to tell applicants that your workplace is inclusive and
supportive. This will reassure applicants and help them visualise being part
of your team. Ultimately, it will encourage a wider pool of talent to apply for
your job and gives you more choice at interview.

PAGE 18 OF 28 . .
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Use the training provider to find and screen applicants

Training providers offer to recruit and screen applicants on your behalf.
This can save you a great deal of time, but you should be clear what you
are looking for if you use them to do this. Make sure they are looking for
applicants from a range of ages and backgrounds.

If you want to do recruitment yourself, don't just rely on jobs boards or even
recruitment agencies to attract young people. It is always advised to mix up
the places you are advertising. You could consider talking directly to schools,
youth organisations and job centres too.

Explain your ambitions for the apprentice in the interview

Interviews are a two-way process. This is your opportunity to sell your
company and the progression routes available to the apprentice. Apprentice
wages are often lower than fully-qualified wages, so applicants need to be
reassured that you are offering an opportunity that helps them long-term.
If they don't get that message they may select a higher-wage, short-term
opportunity elsewhere.

Consider a part-time apprentice

Itis possible for an apprentice to work less than 30 hours a week, but in
these circumstances the apprenticeship will take longer to complete. If you
think this could open opportunities for you to recruit more suitable staff,
then ask your training provider about your options.
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Extra advice to recruit and retain young people
Apprenticeship facts
Here are three additional tips to help you recruit the best young people and keep

them on track in the first few weeks:

The Apprenticeship Levy 1 Relaxed recruitment process
You are providing a great opportunity for young people to test their CV,
application and interview skills. Some young people won't have had expert
help to prepare and may have some anxiety issues about taking an

The role of the training pro- apprenticeship.

vider

Consider what you can do to help them feel relaxed and confident so they can

show you their best selves during the recruitment process. Also consider

Local, challenges the type of feedback you could give at each stage, even when a candidate

N OOy OODN

employers face is unsuccessful you may have some valuable insight to help them on A youth-led organisation that works with
their journey. young people, employers and a range of
partners to tackle youth unemployment. & =
Get up and go .
2 Got the job - now buddy up v heml . ".4:;-
. . isit .yout t.org.
Some young people may need extra support, particularly in the early days, St ww.youthemployment.org.u ﬁrp,_m

. - for further insight.
to settle into the role. Assigning a buddy can be a really great way of or further insight

supporting a young person. Plus, it gives an existing member of staff more

responsibility and a development opportunity. Be careful not to assume
a b c e f g h anything, check in regularly with the young person and understand how they Tools and links:
are feeling and progressing. This will help keep hold of talented staff and give

Action plan

them time to settle in and flourish. , TOOL 8d.1 Interview Questions

O

Get feedback for your next hire ’ TOOL 8d.2 Employers Guide to Supporting Care Leavers

) Talk to young people about your recruitment, onboarding and training ’ TOOL 8d.3 Employers Guide to Employing Young Apprentices
Useful Information ) ) L .
.| O processes. Involve them in the design and thinking for your next hire, the

insight you will get will really help you to become youth-friendly and create
even more quality opportunities

Text supplied by Youth Employment UK.
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http://www.youthemployment.org.uk
http://www.youthemployment.org.uk
http://www.youthemployment.org.uk
https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8d.1-–-Interview-Questions.pdf
https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8d.2-Care-Leaver-Employer-Guide.pdf
https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8d.3-Supporting-Young-Apprentices-Employers-Guide.pdf
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Standards or Frameworks?

There are currently two types of apprenticeship programme: standards
and frameworks.

Frameworks are gradually being replaced by standards. It is likely there will be no
framework apprenticeships to choose from by January 2020.

Apprenticeship standards have been developed by employer groups. They are
occupation focused and provide an emphasis on competency over qualifications.
The apprentice must pass an independent end-point assessment, to demonstrate
they have the knowledge, skills and behaviours required to do the job.

Apprenticeship frameworks have been around much longer and can be more
prescriptive. They can still provide the structure you need to deliver an excellent
apprenticeship programme, but it can be more difficult to include specific elements
of training you may need.

What can be included in the 20% off-the-job training?

Off-the-job training is learning which occurs outside day-to-day work and leads
towards the achievement of an apprenticeship. This can include training that is
delivered at the apprentice’s normal place of work but must not be delivered as part
of their normal working duties.

The training provider is responsible for the apprenticeship programme meeting the
20% rule, not you. They will decipher what activities you and your colleagues can
provide to the apprentice that can be included in this 20% and what they will deliver
as the bulk of the training.

PAGE 20 OF 28 . .

Example:

A manufacturing company employs an apprentice. Her line manager teaches her
how to use different functions on a core piece of equipment when there is down
time. This activity can count as off-the-job training, even though it is not delivered
by the training-provider, as long as it forms part of the knowledge, skills and
behaviours she needs to achieve the apprenticeship.

Types of training provided by training providers

Most training providers will develop a ‘blended learning’ programme. This means
they will teach the apprentices face-to-face and use online tools. This works for
lots of employers as it means the online work can be done in quiet periods and
counts towards the 20%.

The face-to-face learning takes place as:

1  Day release - e.g. attending college or private training provider premises
every Wednesday.
Block release - e.g. attending university for a fortnight every term.
At your premises — e.g. visiting your apprentices in person at fixed times.

Which methods are used will depend on the training provider you select and the
type of apprenticeship training your business needs. For example, construction
apprenticeships are often taught away from the workplace due to the health and
safety risk associated with the profession.
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Curriculum design

When you meet with the training provider discuss in detail what you are looking to
achieve from the training. Explain the job role, what training your colleagues could
support and how you see the knowledge, skills and behaviours being obtained
throughout the apprenticeship period. Mention all qualifications you'd like your
staff to obtain too.

This will allow the training provider to produce a structure for the training,
with details of dates and objectives. An apprentice must then have an initial
assessment.

This assessment is a crucial step in the design of the apprenticeship programme.
It helps identify if the apprentice:

Has prior learning in the vocation that can reduce the length of the programme
Has additional learning needs, which might affect how the training is delivered
Needs to take maths or English qualifications (if they don't have grade 9-4
GCSE or equivalent in those subjects).

Individual learning plan
Once the assessment is complete, the training provider produces an Individual

Learning Plan (ILP). This is the document that outlines the design of the individualy
tailored apprenticeship programme.

PAGE 21 OF 28 . .
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Example:

A law firm recruits a new staff member on a Solicitor Apprenticeship programme.
The apprenticeship typically takes five years, but one of the new members of staff
has a law degree. This is evidence of prior learning and means he does not need to
‘relearn’ knowledge he has already obtained. As such, the Individual Learning Plan
is arranged to support only the new learning he needs. He is likely to complete in
two years, instead of five.

English and maths

If your apprentice hasn't got a grade 9-4 in GCSE English or Maths (or equivalent)
they will have to study these subjects alongside their apprenticeship. This is
completely free to you and the apprentice and should support their learning. This
training is in addition to the 20% off-the-job learning time though, so be sure to ask
about these arrangements if it's possible your apprentice will require this training.

Tools and links:

Live apprenticeship standards and those in development
Off-the-job-training myth buster
Apprenticeship off-the-job training rules and examples

TOOL 8e.1 Off-the-Job Training Slides

DD


https://www.instituteforapprenticeships.org/apprenticeship-standards/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/769720/Off-the-job_training_TOP_5_MYTHS.pdf
https://www.gov.uk/government/publications/apprenticeships-off-the-job-training
https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8e.1-–-Off-the-job-training-slides-v2-0-1.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/769720/Off-the-job_training_TOP_5_MYTHS.pdf
https://www.gov.uk/government/publications/apprenticeships-off-the-job-training
https://www.instituteforapprenticeships.org/apprenticeship-standards/
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Focus on the apprentice

Although good apprenticeship training should consider the needs of and
benefits for the business, the main focus should always be on the individual
employee. Both the employer and the training provider should make sure
they are providing the apprentice with the tools they need to pass their
apprenticeship and progress in their career.

Mentoring and managing

Each apprentice should be assigned a mentor and line manager. This could be
the same person but doesn't have to be. Essentially, you want someone at
work that the apprentice is comfortable confiding in or talking about their
off-the-job training with, and someone that can manage and motivate them
to keep learning and succeed in the workplace.

Top fip:

Where possible, try and employ two or more apprentices in your company at
once, even if they are in different job roles. Apprentices often benefit from
shared experiences with fellow apprentices e.g. discussions on building
portfolios or completing assessments. If apprentices have someone else in
the company that understands their work-training balance it can give them
the extra support they need to stay on track.

Commitment Statement

At the start of the apprenticeship, the training provider will produce a
commitment statement. This outlines your commitment as an employer,
what is expected of the apprentice and what is expected of the training
provider. You must all sign this document, so make sure you understand
what you are committing to. This is essentially ‘the plan” and outlines how,
as a partnership, you can all work together to support the apprentice and
deliver improved business performance through training.

Progress meetings and troubleshooting

The apprentice, training provider and line manager should meet regularly,

at least once a quarter to discuss the apprentice’s progress. This can be done
online or face-to-face but should enable all parties to check the apprentice is
on track, discuss the next stage of learning and amend the commitment
statement if needed.

As an employer you should also be comfortable calling your training provider
if you have ideas to support learning or any concerns about the apprentice.
You are working in partnership with your training provider and together you
can troubleshoot your worries or talk through up-coming events and
opportunities to enhance the apprentice’s learning.

Get involved in apprenticeship competitions

Every year apprentices can take part in local skills competitions that feed into
WorldSkills — a skills competition that pits the most talented young people
from around the world against one another.

Competitions are great for apprentices as they help them benchmark their

progress against their peers and give them drive to become exceptional at

their trade. They are great for employers too as they fire up your workforce
and can be included in the 20% off-the-job time.

Visit the WorldSkills UK website for details and contact your training provider
to find out about local competitions your apprentices can enter.

Tools and links:

, TOOL 8f.1 Employer Obligations


https://www.worldskillsuk.org/champions/national-skills-competitions/get-involved-employers
https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8f.1-Employer-Obligations.pdf
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Employers should rest assured that all training providers listed on the Register of
Apprenticeship Training Providers have been approved by government to deliver
apprenticeships. To be successfully included on this list, training providers have met
strict criteria that demonstrates they have quality assurance procedures in place to
consistently deliver high-quality apprenticeship training.

Alongside this initial check, training providers are also accountable to Ofsted or
Advance HE. This means they are often inspected at short-notice, where their
training is audited for quality. However, employers should also be checking that the
off-the-job training is adding value to the apprenticeship programme. Below we
explore how to do this:

1 Is learning happening?
Firstly, check with the person on the apprenticeship that they are learning in
the off-the-job sessions. This can be done informally and during the
monitoring visits with the training provider. You want to be sure that the
off-the-job training is helping them improve at their role. Ask them if they
are being stretched and challenged to learn more or explore differing ways of
undertaking tasks.

2 Whatis the feedback like?
The training provider should not just be giving feedback on how far your
employee has come on their apprenticeship. The feedback should help them
understand how to keep improving. It should be forward looking.

On most apprenticeship standards there is grading criteria. Your employee
should understand if they are likely to pass or get a merit or distinction. During
their programme, they should be certain they understand what they need to
do if they are to obtain a higher grade.
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3  Isthe apprenticeship focused on competency?

It's really important that your apprentice is becoming competent in their job
role, not just qualified or ready for their end-point assessment.

On apprenticeship frameworks check your apprentice is becoming more
able to carry out tasks that are relevant to their job role as the
apprenticeship progresses. On apprenticeship standards check that your
staff are gaining the knowledge, skills and behaviours that are written in
the apprenticeship standard.

Each apprenticeship standard also has an assessment plan that outlines
how the apprentice will be assessed at the end of their apprenticeship. Check
the training provider is preparing your staff member specifically for the types
of assessment they will receive, but again make sure that the apprentice is
not simply being prepared to pass the test and is truly gaining the attributes
they need to develop a successful career.

Tools and links:

’ TOOL 8g.1 What does good training look like
(I;) Ofsted Inspection search

(/;) Register of Apprenticeship Training Providers


https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8g.1-–-What-does-good-training-look-like-v2-0-1.pdf
https://reports.beta.ofsted.gov.uk/
https://roatp.apprenticeships.sfa.bis.gov.uk/download
https://reports.beta.ofsted.gov.uk/
https://roatp.apprenticeships.sfa.bis.gov.uk/download
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What's an end-point assessment?
If your apprentice is on an apprenticeship standard, rather than an

apprenticeship framework, they will need to take an end-point assessment.

This is where the apprentice demonstrates to an independent organisation
that they have obtained all the knowledge, skills and behaviours outlined in
the apprenticeship standard.

Top fip:
Think of an end-point assessment like a driving test...

1 The employer and the training provider represent the driving instructor.
They teach the apprentice how to be a competent driver.

2 The end-point assessment organisation is the test centre. You book
an assessment when you feel the apprentice is ready and able to pass
their test.

3 The end-point assessor is the driving examiner.

4 The end-point assessment is the driving test itself. You don't know
what the apprentice will be asked to do (3-point turn, parallel parking),
but they should be able to carry out any activity asked of them.

5 If the apprentice passes the test then they are acknowledged to be
fully competent in their profession.

An apprentice can fail an end-point assessment however they can resit the
assessment but this may incur additional costs, check with your training
provider.
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Choosing an End-Point Assessment Organisation

The employer is responsible for choosing which organisation will oversee
the end-point assessment. This is in the same way you chose the training
provider. In some sectors, professional bodies are a preferred choice, in
others there are a range of awarding bodies, universities, colleges and public
sector partnerships.

Although it is your choice, it is advisable to ask your training provider

their opinion. They will have good links with certain End-Point Assessment

Organisations. This means they are more likely to know what is expected of
your apprentice at the end-point and be more confident they are preparing

them adequately.

Sanctioning End-Point Assessment

As the apprentice moves through their training programme, the training
provider will be gathering evidence that demonstrates they have learned the
knowledge, skills and behaviours needed to pass the end-point assessment.

However, it is you, the employer, who must sign-off their readiness to take
the end-point assessment. You should speak with your apprentice and
training provider to understand if they feel ready to move to end-point
assessment, but ultimately you must agree that the apprentice is competent
in their role and ready and able to prove it.
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4  Recognising achievement and promoting
Apprenticeship facts i ; ; : Tools and links:
Apprenticeships are not easy. When your employee passes their end-point

assessment they will be proud of their achievements. Recognising their

hard work and commitment to their profession is an excellent way to show é’ End-Point Assessment Organisations register

your appreciation and continue to motivate your staff. You may hold an ’ TOOL 8h.1 Is the apprentice EPA ready
internal presentation or get involved in apprenticeship graduations

The Apprenticeship Levy
around the country.

The role of the training pro- Once the apprentice has passed their apprenticeships they should be

vider taken out of ‘apprentice status’ and offered a job role, if one is available.
Local, challenges Apprenticeship graduation:
employers face Consider taking part in a graduation ceremony. Check with your training provider

or sector organisations to see if they organise one. It's a chance for you, your
apprentices and their parents to celebrate their achievement in becoming fully
Get up and go competent at their role.

N OOy OODN

National Apprenticeship Awards:

The National Apprenticeship Awards challenge top apprenticeship employers,
apprentices and those who champion apprenticeships across England to come
forward and show how apprenticeships have made a real difference to their
organisation and careers.
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To put your business or individual apprentices forward for an award,
visit: www.appawards.co.uk


https://www.gov.uk/guidance/register-of-end-point-assessment-organisations
https://www.lancashireskillshub.co.uk/wp-content/uploads/2019/12/TOOL-8h.1-Is-the-apprentice-EPA-ready.pdf
http://www.appawards.co.uk
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Identify how apprenticeships can support new and existing staff

Understand the costs and how to measure if training is adding value
to your business

Identify training provider(s) that can become long-term partners

Advertise using language and channels that will give you a diverse mix
of talent applying

Select applicants that have the right attributes to succeed in a job

Work with your training provider to make the training as bespoke
as possible

Sign an apprenticeship agreement with your apprentice

Let the training provider carry out a thorough initial assessment with
your apprentice

Agree additional time off-the-job for English and maths training
if required

Agree on a training schedule. All parties to sign a commitment
statement

Agree payment procedures with the training provider
Appoint a workplace mentor for your apprentice

With your provider, plan a comprehensive induction process for
your apprentice

Your staff start learning the knowledge, skills and behaviours needed to
be a real asset to your business.

e | |

Provide high-quality on-the-job learning
Support the apprentice with their off-the-job training

Troubleshoot questions and concerns with your provider as early
as possible

Meet regularly with your training provider and the apprentice to
discuss progress

Support the training provider if Ofsted or Advance HE needs to inspect
their organisation

Receive incentive payments where applicable

Explore opportunities to support your apprentice’s experience
e.g. skills competitions

Agree timing of the end-point assessment with the training provider
Support the end-point assessment process

Ensure settlement of final funding payments

Confirm certification of the apprenticeship and any qualifications

Recognise apprentice achievement through an internal or external
awards ceremony

If suitable, and an opportunity arises, offer a permanent job and promote
your employee

Reflect on apprenticeship performance, impact on the business and
adjust needs for next intake
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T levels Local Support

Designed as a sister product to apprenticeships, T Levels are being
developed with employers to give young people the skills that industry
needs. They draw on the existing apprenticeship standards, to offer a full
time course for young people aged 16-19 in a college, school or training
provider that is equivalent to a 3 A-level course.

A key part of the T Level programme is an Industry Placement of 315 hours,
helping to put the skills, knowledge and behaviours learnt into practice and
giving businesses a chance to “Meet the Future Workforce" Businesses
who have welcomed young people for these placements have found that
young people are making effective contributions to the business and are
ready to be employed at the end of their course — which can be in a job and
as an apprentice at a higher level.
T Levels will be delivered from 2020 and the first routeways will be in
digital, construction and childcare, with health and science soon after and a
further six routeways following by 2023.
To get regular, local updates on T Levels, sign up to our Technical Education
newsletter at:

4
https:/bit.ly/TechEdLancs

To find out what is being offered locally and by which colleges, have a look

at the T Levels website: www.tlevels.gov.uk

National support

National Apprenticeship Service
National support on phone or via online services.
0800 015 0600

&

www.gov.uk/take-on-an-apprentice

e rore [l

The Skills Pledge will link you to an expert who will help you find what you are
looking for, making it easy for businesses to upskills and inspire the people of
Lancashire, while getting the recognition they deserve.

Benefits of the Skills Pledge for businesses

= Easy way to say you are interested in taking on an Apprentice, all you do is
sign up and an impartial expert will contact you.

»  You will get Lancashire wide recognition for what you are doing to inspire and
upskill the people of Lancashire.

" It supports your businesses Corporate Social Responsibility (CSR)
commitments.

. Raise your profile as a business.
. Develop your staff.
. Improve retention of staff.
. Helps you understand the support out there for you to recruit, train/ develop
your people
Interested in knowing more:-
O;) www.lancashireskillshub.co.uk/lancashire-skills-pledge

Technical guidance

é’ Apprenticeship Funding Rules

Lancashire Local Enterprise Partnership would like to thank Lancashire Work Based Learning Executive Forum, Eunoia Associates, Learndirect DTS for helping produce local content for this toolkit.


https://bit.ly/TechEdLancs
http://www.tlevels.gov.uk
http://www.strategicdevelopmentnetwork.co.uk/employers
http://www.gov.uk/take-on-an-apprentice
http://www.lancashireskillshub.co.uk/lancashire-skills-pledge
http://www.lancashireskillshub.co.uk/lancashire-skills-pledge

https://www.gov.uk/government/publications/apprenticeship-funding-rules-2018-to-2019
http://www.lancsforum.co.uk
http://	www.strategicdevelopmentnetwork.co.uk/employers//employers
https://www.gov.uk/government/publications/apprenticeship-funding-rules-2018-to-2019
https://www.gov.uk/government/publications/apprenticeship-funding-rules-2018-to-2019
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» Apprenticeships

Like what you've read? Love apprenticeships?
Share the #apprenticeship message and #FireltUp

This toolkit is commissioned by Learning & Work Institute (L&WI)
and funded by Education and Skills Funding Agency.

L&W is an independent policy, research and development organisation
dedicated to lifelong learning, full employment and inclusion. We
research what works, influence policy, develop new ways of thinking,
and help implement new approaches.

& | LEARMING AMD
LA WN WORK IMNSTITUTE

Contact us for details: Delivered on behalf of:
Phone: 0116 204 4200 |‘
Email:  enquiries@Ilearningandwork.org.uk ll.l'rl._ I_':l_nc"-.'"; H_IED_

’Il"_‘ - C NS0 Famrneranif

Website: www.learningandwork.org.uk


mailto:enquiries%40learningandwork.org.uk?subject=
http://www.learningandwork.org.uk
http://www.apprenticeships.gov.uk
http://www.twitter.com/fireitup_apps
http://www.facebook.com/FireItUpApps
www.lancashirelep.co.uk
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