<< How the Apprenticeship is delivered

Apprenticeships are achieved by demonstrating competence
and knowledge. Each apprentice has a different range of existing
skills and knowledge therefore each will need an individual

plan to help them achieve. We will ensure that the learning and
skills fit the needs of your business by working with you and
your apprentice to help you choose the appropriate units and
modules. We will agree this with you taking into account

@ The existing skills of your apprentice
@ Your operational and business requirements
@ The requirements of the apprenticeship

Delivery of the apprenticeship is largely achieved on the job at
your place of work through a combination of assignment and
assessment. You will have a dedicated assessor who will work
with your apprentice to support their learning, assess their
competence and ensure that progress is on track.

Direct training input is carried out in our well-equipped
Apprenticeship Academy. The amount of off the job training
varies dependent upon the Apprenticeship Framework, but all off

the job training dates will be agreed with you right at the start so
you know when your apprentice will be away from work.

We will ensure you are kept fully informed of your apprentice’s
progress throughout the apprenticeship programme and if you
do have any issues or concerns we will be there to help you.

Your role in the learning process

You and your staff are key in making the apprenticeship a
success! While we will provide the training and assessment
input we need your help and support to get the best possible
outcome for your organisation. We need you to:

@ Highlight opportunities for the apprentice to learn skills and
demonstrate competence

® Meet with the assessor and the apprentice to review progress
@ Witness apprentice performance and authenticate evidence

@ Release the apprentice for the off the job training as agreed
at the start of the programme

® Support and encourage the apprentice and reward
achievement
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Why Apprenticeships?

Apprenticeships can help your organisation by
offering an opportunity to employ and train

fresh new talent. UK businesses consider skills
shortages and recruitment difficulties a bigger
threat to their organisations than rising prices and
declining consumer spending.

An apprenticeship is a work-based learning
programme that combines teaching off the job
with learning and practice in the workplace.

It allows the apprentice to acquire and apply
the skills and knowledge you require in your
organisation.

Why STUK?

Skills Training UK is a leading provider of
apprenticeships and commercial vocational
training with a proven track record in a broad
range of delivery. More and more employers

are embracing our method of delivery because
we provide a personalised, employer-centric
approach. We help employers to develop
productive, well-motivated employees who make
an effective contribution to performance.

Cost effective recruitment

We offer a dedicated recruitment service to help you find
the right person for your organisation. We will:

@ Help you write the job description, advertise the position,
screen applicants, hold first interviews, shortlist down to
a number agreed with you and arrange final interviews
with yourself.

@ Offer the opportunity to have your potential apprentice
on a week’s work placement as part of the selection
process to make sure they are right for your organisation.

@ Find out if you are eligible for the Apprenticeship Grant
for Employers that helps you to recruit young people
that otherwise you would not have been able to. In
summary the grant is worth £1,500 and is available for
organisations that employ fewer than 50 employees. The
grant is subject to other conditions which we will explore
with you.

At the same time as working with you we are also working
with our bank of potential apprentices giving them
additional skills and helping them to become job ready.
This will support their transition into work and help them to
become a productive member of your team more quickly.

What you need to know about employing an apprentice

It is important to remember that an apprentice is an employee
who should receive the same information and treatment as
any other existing or new employee. So most of your existing
employment conditions will automatically apply, including a
written contract of employment that sets out the apprentices
terms and conditions of employment and training.

Fair Treatment

An apprentice, the same as other employees, has the right to be
treated fairly and equally and not discriminated against for race,
religion, age or gender. Fair treatment also includes being paid a
regular wage, receiving full holiday entitlernent, fair working hours
and rest breaks in line with your normal working practice.

Hours of Work

You are entitled to set the hours of work, but these should
normally be for a minimum of 30 hours per week. Apprentices
are subject to the Working Time Regulations and as such
should work no more than 40 hours per week (under 18’s)
and 48 hours (over 18’s). These hours of work include any off
the job training they need to attend.



There is a national minimum apprenticeship wage for
apprentices aged 16-18 and a slightly higher rate for
apprentices aged 19+. However our experience shows that to
attract the best talent for your business you need to pay above
this rate and we recommend paying the National Minimum
Wage. You may also want to consider giving incremental rises
based on progress through the apprenticeship as a very
effective way of motivating and recognising your apprentice

Apprentices should receive the same amount of holiday
entitlement as the rest of your employees, but, as a
minimum, must receive four weeks paid annual leave
(inclusive of Bank Holidays).

Apprentices are subject to the same arrangements as

other employees. They should be made aware of the
disciplinary procedure that operates in your workplace and
the procedures to be followed in the event of sickness. It

is important that apprentices are encouraged to develop
good practices right from the start so it is essential that you
spend time with them explaining what you expect in terms of
appearance, attendance, work behaviour and productivity.

You will need to issue the apprentice with a Contract of
Employment; this should not normally differ to the one you
use for other employees. The Apprenticeship Agreement
is a simple document which outlines the occupation,
apprenticeship framework and estimated length of the
apprenticeship. We can provide this for you as part of our
recruitment service.

Apprentices, just like all your employees, are entitled to learn
and work in a safe, healthy and supportive environment. To
help you we will complete a Health and Safety checklist which
will help identify any areas you need to consider when carrying
out your risk assessment.

Under health and safety law you must ensure the health and
safety of all your employees irrespective of age. As part of this
there are certain extra considerations that need to be made
for young people under the age of 18 including apprentices.
You will need to carry out a risk assessment to ensure that
they are not exposed to risk due to lack of experience or
maturity and/or being unaware of existing or potential risks.

Once your apprentice starts work you will need to:

@ Carry out Health and Safety induction training covering your
health and safety policy, site safety rules and safety and
emergency procedures

® Ensure they understand their personal responsibilities for
health and safety

@ Issue your apprentice with any necessary and appropriate
Personal Protective Equipment and Clothing (PPE&C) and
ensure it is used

@ Ensure appropriate levels of supervision are in place at all times

@ Have clear instructions on the equipment the apprentice
can and cannot use

@ Ensure loose clothing or long hair is restrained and jewellery
and /or body ornaments are removed if necessary

If your apprentice does have an accident at work, in addition
to following your own recording and reporting procedures,
you must notify Skills Training UK as detailed on the
Apprenticeship Charter.

We recommend that you nominate someone within your
organisation who can act as mentor and provide an additional
level of care during the first few weeks of the apprentice’s
employment with you. It is important to remember that young
apprentices are making the transition to working adults and it
is helpful for them to have access to someone they can talk to
about any concerns or issues they may have.



