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Introduction to Apprenticeships

This pack is designed to help you to have a clear understanding of Apprenticeships.  In this pack, you will find information to support you to:

· Know who the key partners are in the recruitment and delivery of Apprenticeships
· Know the benefits Apprenticeships can bring to your organisation

· Be clear on how Apprenticeships are funded and other initiatives that may be available to support your organisation.
We are hoping that by helping you to have a better understanding of how Apprenticeships work and the benefits they can bring to your organisation. You may be encouraged to take a step that could REALLY make a difference to your organisation.

The Learning and Skills Council recently surveyed businesses throughout the UK on benefits of hiring an apprentice (Populus January 2009). Of those surveyed:
81% said that employing Apprentices generated higher overall productivity for their company.

66% said that an Apprenticeship programme made them more competitive in their industry.

92% said that their Apprenticeship programme better motivated staff and increased job satisfaction.

74% said that apprentices tended to be more loyal, remaining at their company longer than non-apprentices.

What are Apprenticeships?

Apprenticeships refer to on-the-job training leading to nationally recognised qualifications, developed by industry. Apprenticeships are designed by the Sector Skills Councils, while the National Apprenticeship Service helps to fund the training.

Who are they for? 
You can use Apprenticeships to train both new and existing employees. Funding is available to train apprentices.

Where do they take place? 

Most of the training is ‘on the job’ at your premises. The rest can be provided by a local college or by a specialist learning provider, or in some cases you could deliver everything yourself.

Levels of Apprenticeship 

There are three levels of Apprenticeship available for those aged 16 and over:

Apprenticeships (equivalent to five good GCSE passes)
Apprentices work towards work-based learning qualifications such as an NVQ Level 2, Key Skills and, in most cases, a relevant knowledge based qualification such as a BTEC. These provide the skills you need for your chosen career and allow entry to an Advanced Apprenticeship.
Advanced Apprenticeships (equivalent to two A-level passes) 
Advanced apprentices work towards work-based learning qualifications such as an NVQ Level 3, Key Skills and, in most cases, a relevant knowledge based certificate such as a BTEC. To start this programme, the applicant should ideally have five GCSEs (grade C or above) or have completed an Apprenticeship.
 Higher Apprenticeships 
Higher apprentices work towards work-based learning qualifications such as an NVQ Level 4 and, in some cases, a knowledge-based qualification such as a Foundation degree.
Apprentices can also progress to higher education, including university degrees.


Key Players in Apprenticeships

What is the National Apprenticeship Service (NAS)?

The National Apprenticeship Service is responsible for delivering the high ambitions the Government has set for Apprenticeships.  The NAS has end to end responsibility for Apprenticeships and ultimate accountability for the national delivery of services and targets.  
This means that it will be their job to resolve any problems, wherever they are, in the delivery system.  Their main role is to work with employers, helping more of them take on apprentices, and to work with those who advise learners so that more young people and adults are able to benefit from the experience of work based learning.

The NAS will provide a consistent, expert service across England.  This includes:

· Promoting Apprenticeships and their value to learners, particularly 16 – 18 year olds

· Co-ordinating the funding for Apprenticeship places

· Maintaining the national online Apprenticeship Vacancies system for aspiring apprentices and the employers that take them on

· Ensuring that Business Link and other employer intermediary organisations have all they need to actively promote Apprenticeships to employers

· Working with the Department for Children, Schools and Families (DCSF) to establish other 14 – 19 options
· Improving the certification arrangements for successful apprentices.
These responsibilities will be delivered through a national policy and business delivery team, and regional teams with a dedicated employer and learner services field force.  The regional teams will have a local presence and will support employers from their initial interest in an Apprenticeship through to the selection of a training provider to work with and the recruitment and progression of an apprentice.
The regional team will also support training providers and careers guidance staff in schools and colleges, as well as IAG (information, advice and guidance) providers in further education.  The NAS will work collaboratively with Business Link brokers and other intermediaries to increase the number of employers who actively engage in Apprenticeships.  For further information visit:  www.apprenticeships.org.uk
How does it work?

Employers interested in providing apprenticeships can either work with their existing learning provider or a new one can be assigned to provide support throughout the apprenticeship. The learning provider will work closely with you to customise training, assessment and the overall framework to specifically meet your needs. The application and assessment processes are well managed so that you will only need to interview selected applicants already identified as appropriate.  

Learning Providers
Learning Provider is the term for those organisations who work with apprentices to deliver their Apprenticeship qualification.  They can be colleges or private training organisations.  In the South East of England there are 120 learning providers.
What is their role?

Learning providers can support you through the whole process of recruiting and training an apprentice.  In the first instance they can help you to recruit an apprentice by supporting you to place your job vacancy on the Apprenticeship Vacancy System.   This gives you access to a wide pool of potential apprentices and is completely free of charge.  
Once you have found your apprentice, your learning provider will complete all of the paperwork that is required.  They will ensure that you have all of the appropriate Health and Safety requirements and insurances.   They will work with you and your apprentice to make sure they are clear about the role they are undertaking and the training they will be doing.  Each apprentice will have their own Individual Learning Plan to map their route through their Apprenticeship.
Throughout the Apprenticeship, the learning provider will be carrying out regular reviews (at least every 12 weeks but usually much more frequently) to ensure that the apprentice is on track with their qualification and to pick up any issues.  At the same time, they will ensure that you as the employer are happy with your apprentice and with the way things are progressing.
All learning providers that deliver Apprenticeships are checked for the quality of their provision on a regular basis through Ofsted inspections, the Framework for Excellence and through regular monitoring of their performance by the Skills Funding Agency (SFA) and the National Apprenticeship Service (NAS).

How does it work?

Employers interested in providing apprenticeships can either work with their existing learning provider or a new one can be assigned to provide support throughout the Apprenticeship. The provider will work closely with you to customise training, assessment and the overall framework to specifically meet your needs. The application and assessment processes are well managed so that you will only need to interview selected applicants already identified as appropriate.  

What next?

If you are interested in learning more about Apprenticeships please contact the Apprenticeships Team for an informal discussion or log on to www.apprenticeships.org.uk.   We will be able to put you in contact with an experienced learning provider who will be able to discuss your needs and the opportunities you have to offer.  We can then progress to the next stage which is marketing your opportunities on the online system leading to the successful recruitment of your apprentice. 
What you need to know about 

Employing an Apprentice
Young people are an asset to your workforce

· They can bring new and fresh ideas

· You can ensure that they develop the skills and experience that suits your business

· Young people can motivate an existing workforce

· You can receive financial assistance towards the cost of an Apprenticeship or you can train young people via your own in house training programme

· You can develop young people now to avoid skills gaps in the future – they are the future of your business.
Important things you need to know about employing young people

All 16-year-olds are not legally available for full-time work until the last Friday in June of their final year at school.  Until that time they are covered by the Children (Protection at Work) Regulations 1998.  

Hours
If you are employing a 16 or 17-year-old there is legislation setting out how many hours they can work in a day and a week and also what rest breaks they are entitled to.  There are restrictions on what night work they can or cannot do.  These are known as the ‘Working Times Directive’.  For more information visit the Department for Business Innovation and Skills website: http://www.direct.gov.uk/en/Employment/Employees/WorkingHoursAndTimeOff/DG_10029426
Health and Safety
When employing a young person it is possible that you will be their first employer and it is reasonable to expect that their awareness of health and safety issues in the workplace will be limited.  Therefore, it is vital that you introduce the importance of health and safety at work to them from the start of their employment.
Risk Assessments
When recruiting a 16 or 17-year-old you are required by law to carry out a risk assessment of the job and workplace in which they will be working.  This is done to identify any problem areas that could harm a young person. The Learning Provider will support you with this.
Costs to the employer when employing an apprentice

Like all employees, apprentices must receive a wage.  Employers need to pay the apprentice’s wages and any other related contributions, such as National Insurance. The minimum wage for an apprentice aged 16-18 is £95 per week in their first year. However, as skills develop, many employers tend to increase wages.  Research has found that apprentices earn an average of £170 net pay per week.  For information on National Minimum Wage, please refer to: http://www.berr.gov.uk/whatwedo/employment/pay/index.html 

There is also the cost of supervision, support and mentoring to provide staff time to support the apprentice in the workplace, and to liaise with the learning provider. The apprentice will need time off to attend courses or training within normal working hours.

The Features and Benefits of 

Apprenticeships for Employers

Apprenticeships train young people to nationally recognised standards while they deliver the skills you need in your business.  The training can be tailored to your business needs to improve employee performance and motivation whilst helping to ensure high productivity and the competitiveness of your business. 

The most frequently cited benefits of apprenticeship by employers are that Apprenticeships:

· Help to retain employees;

· Improve the performance of existing staff;

· Enable staff to obtain a recognised qualification;

· Combat the impact of an ageing workforce;

· Help instil company values and good practice amongst employees; and

· Reduce training costs and help in sourcing good quality training providers.

Good Reasons for Employing an Apprentice

	Features
	Benefits

	Designed by employers for employers
	This makes them relevant to your industry



	Funding subsidy
	Helps you to identify the best way of using funds available and maximise your training fund

	Wide age range 16 - 64
	You could think about converting your existing employees to an Apprenticeship to ensure a more qualified and diverse workforce

	Better trained staff 
	Will bring Improved skills in to your sector through succession planning

Will give your sector a higher profile 

Increased competitiveness

Higher productivity in your organisation

Improved quality of work

Strong career progression

Higher staff retention

Increased employee satisfaction

Reduction in errors and therefore cost of wastage

	A number of qualifications make up the Apprenticeship framework
	Flexible, modular approach

Increased employee satisfaction

Good for the industry – better qualified workforce

	190+ Frameworks
	Wide choice to cover most sectors



	Recognised qualifications
	Wide choice – opportunities for employees to improve their qualifications & progress in their career

	Flexibility of delivery
	Learning Providers will deliver the training to meet your  needs, fitting in with work schedules



	Tailored learning to your business
	Skills match job requirements

Employee molded to your business

Training brings innovation and new ideas

	Start training at a young age
	Reduced recruitment costs

	Employees undertaking training  and improving skills
	Learning motivates employees

Increased employee satisfaction

Increased quality of work 

Reduction in errors which help to increase bottom line benefits.

	Can advertise Apprenticeship vacancies on Apprenticeship Vacancy System
	Reduced recruitment costs

Large pool of potential recruits

	NAS/Provider support for employers
	Your provider and NAS Employer Services Manager will give you advice and guidance when you need it throughout the journey

Feedback given to you on your apprentices progress will enhance appraisals


How we can help you to 

Recruit an Apprentice

Apprenticeship Vacancies Online 

Apprenticeship Vacancies Online provides a web based matching service for simplifying the process of recruiting an Apprentice. Apprenticeship Vacancies Online enables individuals to search and apply for live vacancies and lets employers and learning providers advertise their vacancies.
Candidates can go to the website at www.apprenticeships.org, register and then search for job vacancies across a wide range of sectors.  They can apply for vacancies across all of England with a reusable application form that they can complete once registered.   All age groups can use the site although there are some funding constraints for those over the age of 19, which means that the Apprenticeship will not always be Government funded.

Employers can use Apprenticeship Vacancies Online to post their job vacancies.  Working with a learning provider, they can design their job advertisement and advertise their vacancies at no cost to them. The learning provider posts the advert onto the website on behalf of the employer and will receive application forms from interested candidates. The employer agrees with the provider how they wish to sift applications, some like to see all received, others request a shortlist in order to proceed to interview.

All advertised vacancies are real employment opportunities that include arrangements for a candidate to undertake an Apprenticeship. Most are permanent positions although some are fixed term contracts. Fixed term contracts must be of a significant length of time to enable candidates to complete their Apprenticeship.
For further information go to:

The website at: www.apprenticeships.org

Funding and Costs of Employing 
an Apprentice

How much will it cost?

Apprenticeship funding is available from the National Apprenticeship Service. The size of the contribution varies depending on your sector and the age of the candidate. If the apprentice is aged 16–18, you will receive 100 per cent of the cost of the training; if they are 19+, you will receive up to 50 per cent. 


This is paid directly to the organisation that provides and supports the Apprenticeship; in most cases this will be a learning provider. Large employers with a direct contract with the National Apprenticeship Service may receive the funding themselves.

Costs to you – when you employ an apprentice

· You need to pay the apprentice’s wages and any other related contributions, such as National Insurance.

· You need to provide staff time to support the apprentice in the workplace, and to liaise with the learning provider. 

· The apprentice will need time off to attend courses or training within normal working hours.

· Employers are required to ensure full-time employed apprentices receive at least £95 per week on starting work-based learning. It is strongly recommended apprentices receive incremental rises based on competence, achievement and productivity to the organisation. 


Other Business Support Available

Business Link

Business Link provides access to the information, advice and support people need to start a new business or maintain and grow an existing one including skills advice. Rather than providing all the advice and help themselves, they put you in touch with a range of expertise from across the private, public and voluntary support sectors.

The Business Link service is coordinated nationally, while local delivery is driven by the nine Regional Development Agencies in England. In the South East of England, with funding provided by SEEDA, the Business Link service is delivered locally by Business Link Providers in Berkshire, Hampshire & Isle of Wight, Kent, Milton Keynes Oxfordshire & Buckinghamshire, Surrey and Sussex.

How can Business Link support businesses?

• Free Start-up programme of workshops and support for people thinking of starting a business.

• Impartial and objective Business Review to help with running and growing your business.

• Specialist skills support to help identify skills gaps and source training provision.

• Free information service sending you news, issues and opportunities relevant to your business.

• Local events and networking opportunities.

 Impartial advice on skills

At no cost or obligation to the employer, independent, impartial and comprehensive advice from a qualified Business Link Skills Adviser can help companies:

• Identify their organisation’s training need source the best training solutions, and identify available funding.

• If they already know their training needs, help to find the right courses and training providers.

• Direct the employer to a range of government-funded business support services.

Ensuring you have the skills your business needs to succeed

A dedicated Skills Adviser can ensure businesses have all the skills needed to succeed. They can provide you with:

• An impartial needs analysis of training required to help achieve business objectives.

• An assessment of what skills the business has now – and what will be needed 
in the future. This can be from the most basic to the most advanced skills and from practical and language skills to business skills.

• Recommendations on the skills training solutions most suited to the business, and help with selection of the most suitable training providers. Again, this is completely free and impartial, so ensuring the highest quality advice.

• Advice on any available funding.

• Once the recommended training programme is underway, Skills Advisers  continue to provide ongoing support, including monitoring the quality of all training provided and evaluating its success at the end of the process.

Funding available

A dedicated Skills Adviser will provide advice and administrative support on obtaining any relevant Government training subsidies at various levels including:

• Development of numeracy, literacy and English-language skills.

• Recruiting people from priority unemployed groups.

• A contribution to the costs of qualifications at GCSE equivalent levels.

• Apprenticeship and Advanced Apprenticeship programmes.

• Development of leadership and management skills.

• Wage contribution if companies employ up to 50 staff.

In depth information and tools online at www.businesslink.gov.uk/southeast
Contact Details:

Business Link Tel: 0845 600 9006  

Email: info@businesslinksoutheast.co.uk 

Website: www.businesslink.gov.uk/southeast
2012 Olympic and Paralympic Games

Speak to your Business Link Adviser about incentives that you may be able to access through opportunities arising from 2012 Olympic and Paralympic Games.  These include:
Personal Best

Personal Best is an exciting Level 1 pre-employment programme in preparation for event volunteering, designed to help participants who are disadvantaged in the labour market to progress to employment, further training and volunteering.  Participants have the opportunity of a guaranteed interview to become a Games Time Volunteer (GTV) on successful completion of the course and application to the London Organising Committee for the Olympic and Paralympic Games (LOCOG). The programme has the power to potentially transform the lives of the hardest to reach people in our communities, who might otherwise fail to engage with 2012 or training.
CompeteFor

CompeteFor is an online resource that gives businesses access to London 2012 Business opportunities. It acts as a broker service between buyers throughout the London supply chain and suppliers.

Tourism South East

The Southern and South East England Tourist Board, trading as Tourism South East (TSE), is a company limited by guarantee. The principal aim of TSE is the development of tourism in South East England through generating improvements in the management and performance of the sector.

The sector is diverse and involves several Sector Skills Councils footprints including Go Skills, People 1st, Skills Active and Skills Smart with customers ranging from accommodation providers, attractions, arts and culture, local authorities, specialist retail, tourist / visitor information centres and transport.
How can Tourism South East support businesses?

TSE is SEEDA’s appointed delivery partner for tourism in the region working with a wide range of organisations to improve their competitiveness. This involves undertaking a range of activities including creating marketing campaigns, providing business and policy advice, and quality enhancement initiatives. TSE also develops and delivers skills and business development programmes tailored to sector needs and using its relationships with the industry and training providers to broker partnerships at regional and local area tourism partnership level.

Train to Gain 

What is Train to Gain  
Train to Gain is funded by the Learning and Skills Council and is aimed at helping businesses improve productivity and competitiveness by ensuring staff have the right skills to do the best job.

In the South East, Train to Gain has supplied funding for NVQs to organisations in both the private and public sector, from corporate to small businesses, the self-employed and volunteers – and in all kinds of industries.

How can Train to Gain support businesses?

Train to Gain accredited training providers work to a quality kitemark. Wherever the employer is located, and whatever the sector, employers can be assured of high quality, flexible and responsive training. The LSC continually reviews training providers to ensure they deliver the training quality and service that employers require:

• A focus on the needs of their business including flexible timing, location and  pace of training.

• Staff who understand their business sector.

• A track record of delivering skills solutions to employers.

• A training programme tailored to the skills needs of their business.

Through the Train to Gain Leadership and Management programme, owner managers and company directors have a great opportunity to apply for funding to help develop leadership skills with a dedicated L&M adviser.

Train to Gain also supports other LSC funded programmes such as the Skills Pledge. Companies can make the Skills Pledge to publicly demonstrate their commitment to developing their people. Business Link Skills Advisers can advise and help employers develop an action plan to achieve this.

For further information or support contact:

Tel: 0845 751 2288

Email: info@businesslinkse.co.uk

Website: www.traintogain.gov.uk 
Useful internet sites

About Apprenticeships

Apprenticeships www.apprenticeships.org.uk
Apprenticeship Vacancies Online https://apprenticeshipvacancymatchingservice.lsc.gov.uk/navms/Forms/Candidate/VisitorLanding.aspx 

LSC website  www.lsc.gov.uk


Sector skills Councils www.sscalliance.org 

Information, Advice and Guidance Services

Adult guidance Service Jobcentre Plus www.jobcentreplus.gov.uk
Job Centre Plus www.jobcentreplus.gov.uk
Connexions  http://www.connexions-direct.com/ 

About other training and skills development

Train to Gain http://www.traintogain.gov.uk/ 

Learn direct www.learndirect.co.uk
Employment and Legislation

National Minimum wage http://www.berr.gov.uk/whatwedo/employment/pay/index.html 

NMW guidance booklet http://www.berr.gov.uk/files/file47736.pdf
ACAS www.acas.org.uk
Free employment law advice www.free-employer-advice.co.uk
Employer stats http://stats.berr.gov.uk 

Health and Safety Executive  - FAQs and information on risk assessments (HSE) www.hse.gov.uk 

Employer Support Organisations

Business Link www.businesslink.gov.uk 

Confederation of British Industry (CBI) http://www.cbi.org.uk  

Education Business Partnerships (EBPs)  http://www.portsmouthebp.co.uk/site/
Awarding Bodies and Qualifications

QCA www.qca.org.uk/qca_5396.aspx 

Accredited qualifications www.accreditedqualifications.org.uk/DiplomaCatalogueSelection.aspx 

Accredited qualifications www.accreditedqualifications.org.uk/awarding-body/awarding+body+directory.seo.aspx
Directgov http://local.direct.gov.uk/LDGRedirect/MapLocationSearch.do?LGSL=1145&LGIL=8
Abbreviations


BME: Black and Minority Ethnic

DCSF: Department of Children, Schools and Families

DIUS: Department of Innovation, Universities and Skills

DWP: Department for Work and Pensions

E2E: Entry to Employment

EMA: Education Maintenance Allowance

ESF: European Social Fund

ESOL: English for speakers of other languages

FE: further education

FL: Foundation Learning 

FSB: Federation of Small Businesses

Full Level 2: equates to five GCSEs at grades A* to C

Full Level 3: equates to two GCE A-level passes or equivalent

GLH: guided learning hours

GOSE: Government Office for the South East

HE: higher education

ISP: independent specialist provider

JCP: Jobcentre Plus

JSA: Job Seeker’s Allowance

LA: Local Authority

LAA: local area agreement

Level 5: foundation degree-level learning

Level 6: degree-level learning

LLDD: Learners with learning difficulties and/or disabilities

LLUK: Lifelong Learning UK

NEET: not in education, employment or training

NAS: National Apprenticeship Service

NSA: National Skills Academy

NVQ: National Vocational Qualification

Ofsted: Office for Standards in Education
PCDL: personal and community development learning

Progression pathways: high-quality, coherent curriculum offer for entry and Level 1

QCF: Qualifications and Credit Framework
QIA: Quality Improvement Agency
RDA: Regional Development Agency

RES: Regional Economic Strategy

RPA: Raising of Compulsory Participation Age

S6F: School Sixth Forms

SEEDA: South East England Development Agency

SFA: Skills Funding Agency

SSA: Sector Skills Alliance

SSC: Sector Skills Council

T2G: Train to Gain

YPLA: Young People’s Learning Agency

WBL: Work Based Learning

