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Thank you for including apprenticeships as part of 
your organisation’s human resources plan. By offering 
apprenticeships you are continuing a long and valuable 
tradition where each generation helps to train the next.  
We hope that you will realise the benefits that 
apprenticeships bring to your organisation. We’d like  
to encourage you to demonstrate your commitment  
by including the apprenticeship badge in your  
publicity material.

The logo can be downloaded from here:  
www.apprenticeships.org.uk/Employers/Employers-Badge.aspx
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Thank you for choosing to develop 
your staff with a Fair Train learning 
provider. 

All Fair Train learning providers are 
committed to helping you train your 
existing and new staff as effectively 
as possible. We are committed to 
treating you fairly, using government 
funding to benefit your staff rather 
than to generate profit.

 

The Fair Train promise

 

organisation.

 

 

  Act and report promptly upon any complaint  

Fair Train

If you would like to know  
more about Fair Train please  
go to www.fairtrain.org
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Apprenticeships can help your 
organisation by offering an 
opportunity to employ and train  
fresh new talent or by developing  
your existing staff. UK businesses 
consider skills shortages and 
recruitment difficulties a bigger  
threat to their organisation than 
soaring oil prices and declining 
consumer spending, and more  
than a quarter rate this form of 
vocational training higher than  
any other qualification1.    

apprenticeships ensures apprentices learn the skills 

Why  
apprenticeships?

1



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. Apprenticeships 
normally last between 12 and 24 
months and we offer two levels:

Apprenticeships – equivalent to five  
GCSE grades A - C. 

 

Advanced Apprenticeships – equivalent  
to two A level grades A - C. 

 

practical skills

knowledge

 

skills like IT and communication, application 
of number, problem solving, teamwork and 

 

What is an 
apprenticeship?



What else do I need to know about 
introducing an apprenticeship 
programme?

new and 
existing employees

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. Apprentices need to be part of 
your organisation’s human resource strategy.

Job title and description 

treat the apprenticeship as discrete employment with 

Hours of work 

Regulations and as such should work no more than 

training they need to attend. Apprentices can work 

Salary 

Annual leave 

Disciplinary and grievance procedure and 
sickness arrangements 

Induction 

 

 

 

organisational structure;

 

appropriate;

What else do I  
need to know?



An apprenticeship will benefit 
my organisation! How do I get an 
apprentice for my organisation?

You may choose to introduce apprenticeships  

 

your organisation.

Existing employees as apprentices 

 

to introduce the programme and discuss the 

 

Taking on a new apprentice 

 

The Apprenticeships Online system matches 

 

Online at school.

Key benefits of Apprenticeships Online 
www.apprenticeships.org.uk

 

interested in apprenticeships. 

 

 

 

 

 

How do I get an 
apprentice for my 
organisation?

For more information talk to us  
or contact:

www.apprenticeships.org.uk/ 
Be-An-Apprentice.aspx

Use the ‘I’m an Employer interested in offering 
Apprenticeships’ link to search for training providers 
and for information on registering vacancies. 



Who will be involved in the 
apprenticeship programme?

Most importantly, an apprentice 

 

One or more skilled employees 

encouragement throughout the programme.

A designated mentor – who you’ll identify  

The learning provider - us 

Who will be involved?



 

 

 Planning the learning.

Assessing the apprentice.

 

The tutor – we’ll provide this 

The tutor will work with the apprentice and 

 

Agreement.

 

 

 

the programme.

 

 

equal opportunities.

A pastoral supporter – we can provide or you can 

and help to keep an apprentice on track. This  

 

ex-apprentice.

Your role as the employer 

skills and demonstrate competence.

 

 

Support and encourage the apprentice and  



The forms 

 

Initial assessment 

The tutor will work with the apprentice and you  

Areas where the apprentice has existing 

existing knowledge and or competence.

Areas where the apprentice has competence or 

Areas where the apprentice is not competent or 

required.

Summary of how an 
apprenticeship is delivered

Initial Assessment

Personal and Social Skills Vocational

Induction

Individual Learning 
Programme

Access and Archive

Tests

Progression
Planning

Ongoing Review



This is the key to the successful 
delivery of the apprenticeship through 
the planning and delivery of the 
teaching and learning.

recruited to apprenticeships can demonstrate these 

 

your operational requirements;

Summary - ongoing review cycle 

We will work with you to ensure all contractual 
paperwork is completed so you don’t have to 
worry.

Teaching and assessment 
and the individual  
learning programme  

Recognise 

and reward 

Plan the  

 

Set targets  

 
encouragement



We are all committed to a healthy 
and safe learning environment. 
Apprentices, just like all your 
employees, are entitled to learn and 
work in a safe, healthy and supportive 
environment. As the apprentice will 
be funded by the government we also 
have a duty of care over them.

checklist.

complete documentation to record this and show 

knowledge.

undertaken and are trained in its use.

accident reporting.

Conduct 

please keep us up to date with what is happening. 

Health, safety  
and welfare



Apprenticeships rely on existing 
skilled men and women passing on 
skills and confirming whether an 
apprentice is competent or not. You 
and your staff will know when your 
apprentice has learned a skill and 
can perform under normal working 
conditions. The first step in quality is 
therefore you.  

to internal and external inspection to ensure 

your apprenticeship programme is.

Maintaining 
standards



We want to celebrate the progress 
of your apprentices together so it’s 
beneficial to recognise apprenticeship 
achievement internally within your 
organisation. Some companies use 
newsletters or notice boards to 
celebrate achievement of units of 
the apprenticeship throughout the 
programme. You will be surprised  
how much this means to the 
apprentice and the people who  
have supported them to learn.  

story can make a good local media story - helping 

 

 

 

 

important national award;  

ceremony.

It’s time  
to celebrate!

For more information and a list of 
questions and answers please visit:-

www.apprenticeships.org.uk/
Awards.aspx 



touch with each other.

For more information please visit: 
www.apprenticeships.org.uk 

For more information about Fair Train go to  

  

For details of training in the voluntary sector go to  

www.skills-thirdsector.org.uk

What about the experience of other organisations? 

 

www.apprenticeships.org.uk/Employers/Employer-

Case-Studies.aspx 

What if I have other questions? – just ask us  
or visit: 
www.apprenticeships.org.uk/Be-An-Apprentice/

Or ring 08000 150 600

Further 
information



Is there an upper age limit for apprenticeships?  

What evidence is there that hiring an apprentice 
is good for my organisation?  

 

apprentices.

My organisation is struggling to make ends 
meet in the recession. How will taking on an 
apprentice help my business manage through it?  

Do I receive any financial incentives to take on 
an apprentice?  

Is there a limit to the number of apprentices that 
an employer can take on?  

Do apprentices pay tax and national insurance?  

pay tax and national insurance on their income.

Does my apprentice have to work full-time?  

or more per week.

Can existing employees be apprentices? 

Yes.

Do apprentices have additional employment 
rights over other employees? 

What do I do if my apprentice doesn’t turn up  
for work? 

Frequently  
asked questions



Can I dismiss an apprentice? 

can help – let us know as soon as anything starts to 

go wrong.

Do all my staff have to have CRB checks? 

Are there lots of things that apprentices can’t  
do because of health and safety restrictions? 

What is the one piece of information I most need  
to manage my apprentices? 

 

or guidance.

Frequently  
asked questions



Here are examples of:

Appendices



www.fairtrain.org


