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Hello and welcome to 
the apprenticeship 
guide for managers.

This handbook has been developed for managers who have responsibility 
for staff undertaking an apprenticeship programme.

We are committed to delivering outstanding apprenticeships and as part of 
that commitment, we have a passionate and dedicated team staff who will 
support you and your apprentice every step of the way.

If you have any questions regarding any of our services, please don’t 
hesitate to get in touch.



WHAT IS AN
APPRENTICESHIP?
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TITLE
An apprenticeship is a job with the addition of a skills 
development and assessment programme. 

They are a way for staff to gain valuable on-the-job skills and 
knowledge which is relevant to their role and to your business. 

Apprentices learn through a mix of workplace training, 
off-the-job training and the opportunity to demonstrate their 
new skills in a work environment. 

Apprenticeships are designed to expand capabilities, increase 
performance and improve lives. They can only be delivered by 
government-approved companies. 

In addition, a variety of interactive, online and face to face 
training and workshops will be delivered both by an expert 
team of qualified tutors and coaches, coupled with industry 
specialists to ensure your team is engaged and motivated 
throughout their learning journey.



PROCESS & 
END POINT ASSESSMENT
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TITLE
An important element of all apprenticeships is the End Point Assessment (EPA). 

The EPA ensures apprentices have been trained to high industry standards and that they are 
capable of transferring their knowledge, skills and behaviours into their job and beyond.

The EPA of every apprenticeship involves a specialist independent who ensure that all 
apprentices follow the same standard and are assessed consistently. Only organisations on 
the Register of End Point Assessment Organisations are eligible to conduct independent End 
Point Assessments.

Training & Development

End Point Assessment

Completion

Initial Assessment
Assessing the capabilities of your staff to understand their needs and ensure they are being offered the 
most relevant apprenticeship programme. 

This forms the majority of the apprenticeship and will last a minimum of 12 months.
Apprentices will learn new skills through a variety of training, as detailed in this guide.

Gateway
The Gateway is the stage when we are confident that a member of staff have developed and 
demonstrated the required skills they need before End Point Assessment.

As described above, End Point Assessment is the independent assessment of the work carried out by 
the learner to ensure they meet the standards required of the apprenticeship.

Upon successful completion of their apprenticeship, the learner will be awarded the relevant certification. 
This is also an opportunity for managers to discuss progression into further training.

A summary of the apprenticeship process



EMPLOYER & MANAGER
RESPONSIBILITIES
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TITLE
SUBTITLE The employer and manager overseeing their employee’s 

apprenticeship agree to:

− Take all necessary steps for securing the 
health, safety, and welfare of the learner 
as required under relevant legislation. To 
have valid Employers and Public Liability 
Insurance in place. To make known in a 
timely manner any changes in the 
insurance that may have an effect on the 
apprenticeship programme.

− Provide a healthy and safe working 
environment making sure apprentices are 
aware of any risks associated with their 
role and provide sufficient training and 
support to allow apprentices to carry out 
their job safely.

− Provide a non-discriminatory 
environment, free from bullying, 
harassment, and threat. Respect the 
learners’ beliefs, values, and culture.

− Fulfill all requirements of the Equality 
Act 2010.

− Ensure all apprentices are encouraged 
and allowed sufficient paid time during 
normal working hours to undertake their 
qualifications, training, and examinations 
as specified in their Learning Plan.

− To have an active involvement in 
reviewing the apprentice's progress 
including attending and providing 
feedback for Progress Reviews conducted 
every 10 to 12 weeks.

− Ensure the apprentice has a written 
contract of employment that, as a 
minimum, includes hours of work, pay, 
conditions, holidays, notice requirements, 
grievance/ absence/ disciplinary 
procedures.

− Provide, as far as possible, facilities, 
experience and training in the workplace 
that will help the learner to achieve their 
learning programme as agreed in the 
Learning Plan.

− To promptly make it known if you become 
aware of any reasons or factors that may 
impact on the apprentice's ability to 
achieve their qualification; including 
disciplinary procedures or sickness which 
exceeds 10 days.

− Allow training and coaching staff to 
contact with the learner as and when 
required within prior agreed arrangements.

− Ensure that anyone working with young or 
vulnerable individuals have been checked 
with the Disclosure and Barring Service.

− Ensure apprentices understand your 
organisations policies and procedures.



CONTRACTS &
COMMITMENT

The Contract for Service must be signed prior to the start of an apprenticeship. This contract 
sets out the agreed terms and conditions between the employer and training provider for the 
provision of apprenticeship training services. 

Contract for Service

Apprenticeship Agreement

An Apprenticeship Agreement must be signed at the start of the apprenticeship. This 
document is used to confirm individual employment arrangements between the apprentice 
and the employer. The purpose of the Apprenticeship Agreement is to identify:

− the apprenticeship standard connected to the apprenticeship
− the dates during which the apprenticeship is expected to take place
− the amount of off-the-job training that the apprentice is to receive.

Commitment Statement

A Commitment Statement must be signed at the start of the apprenticeship. The document sets 
out the expectations of the apprentice, employer and training provider and records the 
commitment of all parties towards the fulfilment of the apprenticeship programme.
This document includes:

− the planned content and schedule for training
− what is expected and offered by the employer, the training provider, and the apprentice
− how to resolve queries or complaints

Written Agreement

The Written Agreement must be signed at the start of the apprenticeship. The document contains 
the details of the End Point Assessment Organisation, any subcontractors involved in the delivery 
of the programme and the areas of responsibility for each party with the relevant costs.  



CONTRACTS &
COMMITMENT continued

Progress Review

Progress Reviews are conducted and signed by the employer, learner and trainer every 10 to 12 
weeks. Progress Reviews are an opportunity to reflect on successes, challenges, and 
development through the programme, they gather feedback from the employer, apprentice and 
trainer considering the apprentices progress against the standards, the impact of learning and 
identify any actions or concerns. 

20% Off-The-Job Evidence Record 

The 20% Off-The-Job Evidence Record is generated at the end of each month. This document 
must be signed by the employer, learner, and tutor to confirm the number of Off-The-Job Hours 
(OTJH) captured from the month's activities.



OFF-THE-JOB
TRAINING

As a mandatory element of all apprenticeships, learners are required to spend 20% of their 
contracted hours carrying out off-the-job training.

Off-the-job training is defined as work that takes place outside the normal day-to-day activities 
of the apprentice, which benefits their learning and helps towards achieving their apprenticeship. 

Off-the-job training is calculated as 20% of the whole period of the apprenticeship, therefore 
the amount of off-the- job training may vary week by week, as long as the overall 20% is 
achieved before the end of the programme.

What does and does not count as off-the-job training

Tracking off-the-job training

If available, an e-portfolio system can record the number hours submitted as off-the-
job training and calculate that figure as a percentage the total apprenticeship. This 
enables employers, managers and learners to quickly and easily track progress.

− Coaching and Mentoring
− In-house training
− Role play
− Online learning
− Independent research
− Attending training sessions

− Employer supervision
− Off-site visits
− Assignments
− Shadowing colleagues
− Team meetings
− Compiling a reflective journal

− Day-to-day work
− Observation by training staff
− Progress reviews
− Assessments by training staff
− Break times

− Work and / or training which is
undertaken outside an apprentices
paid working hours

− Work and / or training which is not
relevant to the apprenticeship



THE RESPONSIBILITIES
OF YOUR APPRENTICES

We are committed to the success of your business and employees and we expect apprentices to 
be just as commited to that goal. 

An apprentice must be prepared to play an active part in their development and act in a 
professional manner at all times, both at work and off-site. They must be respectful to others, 
understand and follow your company rules and values, and fully commit to achieving their 
apprenticeship programme.

Training & Progress Reviews
Apprentices must spend at least 20% of their time carrying out off-the-job training. We will carry out 
a programme of teaching and learning with regular interactions scheduled for each month, these 
will be detailed in the apprentice's Learning Plan. Depending on individual requirements, the 
apprentice may also be required to attend additional training in order to complete their functional 
skills qualifications. 

Progress Reviews will be conducted every 10 to 12 weeks. Reviews are a way of considering the 
apprentice's progress and require contributions from the employer, apprentice, and trainer.

Other training activities include observations and assessments of your apprentices. Workplace visits 
for observations will be arranged and agreed upon in advance. If you or any of your apprentices 
need to cancel or change a scheduled appointment, please provide as much notice as possible.

Sickness & Absence
On the first day of absence the apprentice must personally notify your business, in line with your 
current policies and procedures. If the apprentice is absent on a day they are due to meet with 
their training advisor they must also personally notify them.

The apprentice’s employer and / or manager must also contact training staff if any of their 
team are expected to miss training appointments.

Safety at Work
Apprentices must be aware of their responsibilities based on your policies and those which are 
mandated by outside agencies. 

Whilst it is the responsibilty of the employer to provide a safe and secure working environment, 
apprentices must be mindful of their own safety and should not work in a way that puts 
themselves and / or others at risk.



E-SAFETYE6E6E5

TITLE
SUBTITLE

The internet is an amazing tool for learning, gathering information, meeting people, sharing 
experiences, shopping and much more.

An apprentice’s wellbeing is a key priority, so please keep these tips in mind to ensure their 
online experience is safe.

Keeping Private Information Private

Ensure all apprentices are aware of your company’s privacy policy.

Encourage your apprentices to think very carefully before putting anything online. Sharing 
personal information and / or opinions can make them vulnerable to identity theft, cyberstalking, 
and other issues, as well as being potentially damaging to your business.

Make apprentices aware of the danger phishing poses to them and your company. Phishing 
relates to sites and e-mails that appear to be from a legitimate company asking for confirmation 
of personal information. Ensure they are wary of any message asking for information such as 
bank account numbers and passwords. If in doubt do not share.

If you or a member of your team think someone else is using their name, credit cards, or other 
personal information, contact CIFAS, the UK’s Fraud Prevention Service: www.cifas.org.uk.



E-SAFETY continued

Keeping Accounts Secure 

It’s tempting to choose a password that’s really easy to remember, 
such as a birth date or favorite team, but these kinds of passwords 
can lead to theft and fraud. Ensure staff passwords must contain:

− Eight or more characters
− Numbers as well as letters
− Special characters, eg. % / * @

− Upper and lowercase letters
− No personal information

All staff should avoid using the same password for multiple accounts as 
it makes them all vulnerable if a password is discovered.

Staff must be told not to open email attachments, click links or 
download software from sources not approved and / or which they  
don’t know and trust.

Have a Concern?

If you are concerned about anything 
that has happened online to you, a 
staff member or anyone else,  
contact www.ceop.co.uk.



Equality is about ensuring that everyone is treated fairly, equally, 
and given the same opportunities regardless of race, gender, 
disability, religion or belief, sexual orientation, or age. 

Diversity refers to the visible and invisible differences 
between people. Diversity means respecting and accepting an 
individual’s values, attitudes, cultural perspectives, beliefs, ethnic 
background, skills, knowledge, and life experiences.

As an employer you must be committed to fostering a safe, 
inclusive learning environment free from discrimination, 
harassment or victimisation. 

The Equality Act 2010 brought together previous equality laws 
into one piece of legislation. 

The Act is a law that protects the rights of individuals and 
supports equal opportunity for all, promoting a fair and more 
equal society. 

It is against the law to discriminate against someone based upon 
the following protected characteristics. 

The 9 Protected Characteristics are:

Age
A person who is a particular age or belongs to a 
certain age group. 

Disability
A person has a disability if they have a physical or 
mental impairment which has a substantial and 
long-term adverse effect on that person's ability to 
carry out normal day-to-day activities. 

Gender reassignment
Gender reassignment is process of transitioning 
from one gender to another. 

EQUALITY & DIVERSITY



Protected Characteristics 

E&D continued

Marriage and civil partnerships
Marriage is a union between a man and a woman or between a 
same-sex couple. Couples can also have their relationships 
legally recognised as Civil Partnerships. Civil partners must not 
be treated less favourably than married couples.

Pregnancy or maternity
Pregnancy is the condition of being pregnant or expecting a 
baby. Maternity refers to the period after a birth and is linked to 
maternity leave. Equality in maternity includes not treating a 
person unfavourably because they are breastfeeding. 

Race
Race refers to a group of people defined by their race, colour, or 
nationality (including citizenship), ethnic or national origins.  

Religion or belief
Religion refers to any religion, including a lack of religion. Belief 
refers to any religious or philosophical belief and includes a lack 
of belief. Generally, a belief should affect your life choices or the 
way you live for it to be included in the definition. 

Sex
The gender an individual identifies as.

Sexual orientation
Sexual orientation is how a person identifies their sexual 
attraction towards others, towards their own gender, opposite 
gender, both or neither. 

For further information visit:   
http://bit.ly/Logical9



CITIZENSHIP & 
BRITISH VALUES

Fundamental British Values underpin what it is to be a citizen in a modern and diverse 
Great Britain valuing our community and celebrating diversity of the UK. These values are 
Democracy, Rule of Law, Respect and Tolerance and Individual Liberty. British Values are 
not exclusive to being British and are shared by other democratic countries as a way of 
creating an orderly society, where individual members can feel safe, valued, and can 
contribute for the good of themselves and others.

Democracy 

A culture built upon freedom and equality, where everyone is aware of their rights 
and their responsibilities.

Rule of Law 

The need for rules to make a happy, safe and secure environment to live and work.

Mutual respect for, and tolerance of those with different 
faiths and beliefs, and for those without faith 

Understanding that we all do not share the same beliefs and values. Respecting the values, 
ideas and beliefs of others whilst not imposing our own on others.

Individual Liberty 

Freedom to make your own choices, protection of your rights and the rights of others .



CITIZENSHIP & BRITISH 
VALUES continued

Citizenship and British values support this by considering the 
following factors: 

− How we make society work together

− Enabling people to make their own decisions

− Taking responsibility for our own lives and communities

− Promoting a sense of belonging

− Showing respect and tolerance for all beliefs, backgrounds and cultures

− Embracing diversity and tackling stereotypes

− Living in a democracy where your opinion counts

− Abiding by the rule of law - it is there to protect everyone

− Ensuring your individual liberty and the right to freedom of speech

− Promoting equality and human rights



DATA PROTECTION

Further information on how we 
use apprentices’ data can be 
found in the Education and Skills 
Funding Agency Privacy Notice, 
which you can find here  

www.bit.ly/ESFA-Privacy

or by scanning the code below. 

General Data Protection 
Regulations

The General Data Protection Regulation 
(GDPR) and Data Protection Bill replaced the 
existing European Directive and UK Data 
Protection Act 1998.

It enables people to exert better control of their 
personal data and its rules allow for a 
‘one-stop shop’ which reduces the complex 
need to deal with multiple Data Protection 
Authorities where businesses operate across 
multiple countries.

The personal data of your apprentices will only 
be stored by us and relevant agencies if and 
whilst it is relevant (e.g. for managing the 
progress of a qualification) and will not be 
disclosed to any person without written 
authority of the apprentice, or unless required 
by law.



PREVENT STRATEGYE6E6E5

TITLE
The Prevent Strategy is part of the 
Government’s Counter Terrorism 
Strategy (CONTEST)

Prevent is a multi-agency approach to 
safeguarding people at risk of radicalisation (e.g. 
being drawn into extremist groups, including 
terrorist groups). As part of the strategy, you have 
a legal duty to “pay due regard to the need to 
prevent people from being drawn into terrorism”.

The radicalisation process is very similar to a 
grooming process for abuse. Often individuals 
can be made to change their behaviour and can 
end up supporting extremist groups when they 
maybe wouldn’t have chosen to do so before.

Prevent is about helping the individual to change 
before it’s too late. If you become concerned 
about a member of your team and believe 
radicalisation may be happening, it may be 
appropriate to involve the anti-terrorist hotline. 
This is a process designed to support the 
individual and reverse the radicalisation process 
through input from different agencies.

If you have concerns about radicalisation in relation to a 
team member, yourself or anyone else, contact the 
confidential anti-terrorist hotline on 0800 789 321.



HEALTH & SAFETY

Everyone has the right to work and study in a place they feel safe and where risks to health and 
safety are properly controlled. We are committed to providing a safe and secure learning 
environment for everyone that uses our facilities.   

Employers and managers should ensure their workplace...

− Provides a healthy and safe learning environment.
− Complies with all relevant legislation,

(e.g. Health & Safety at Work Act 1974, Equality Act 2010).
− Promotse good health and safety practices and raises awareness of risk.
− Investigates and records any injuries, accidents, or dangerous occurrences and

implements preventative action if required.

Whilst you have a responsibility for your welfare, apprentices also have a 
responsibility for their own health and safety.

Apprentices must...

− Take reasonable care of their own and other people’s health and safety.
− Follow all health and safety rules & regulations as set.
− Respect all equipment and use only as trained to do so and for the intended purpose.
− Use the correct Personal Protective Equipment (PPE).
− Make sure they are aware of all safety procedures in the unlikely event of a fire

or an accident.
− Report any incidents or potential hazards to a member of staff immediately.



“

“A safeguarding concern is...

Safeguarding concerns can include: 

− Abuse - including physical, psychological, emotional, sexual, financial and neglect

− Bullying and cyberbullying

− Discrimination

− Homelessness

− Mental health issues

− Physical health issues

− Substance use

− Radicalisation

− Concerns about the welfare of Friends, Family or Neighbours

SAFEGUARDING &
WELFARE

Safeguarding is the term used to define the actions we take to promote the welfare of 
individuals and protect them from harm, abuse, and exploitation. As an employer you 
must be committed to providing a safe, supportive, and inclusive learning environment for 
all. Every member of staff has a responsibility to help ensure safety and wellbeing.

Anything that may cause worry about another person or contributes to a 
person feeling uncomfortable or unsure about the safety or welfare of 

someone else or themselves (including indications of potential radicalisation 
and expressions of extremist views)



− Should they have a safeguarding concern about themself or someone else, it is 
important to tell someone they trust or to contact one of the organisations on the 
Safeguarding list on the following page (also available in their Learner Handbook).

− You have a duty of care to all of your apprentices, where there is risk of harm, action 
must be taken. All safeguarding suspicions or disclosures will be treated with 
professionalism and care.

− Depending on the nature of a safeguarding concern, information may have to be 
shared with an apprentices coach, their manager, or the Designated Safeguarding Lead 
(DSL). It may also be appropriate for information to be shared with an external 
organisation in order to get appropriate help.

SAFEGUARDING &
WELFARE continued

As part of your duty of care it is important that apprentices 
understand the following:



DRINK AWARE
Advice about alcohol and 
issues related to its misuse.
drinkaware.co.uk

EQUALITY AND HUMAN 
RIGHTS COMMISSION
Independent body for the 
elimination of unlawful 
discrimination.
equalityhumanrights.com

FRANK 
Advice and information 
about drugs and legal highs. 
0300 123 6600
talktofrank.com 

MIND 
Supports individuals and 
families coping with mental 
health difficulties.
0845 766 0163
www.mind.org.uk 

NATIONAL CENTRE FOR
DOMESTIC VIOLENCE
Helps victims of domestic 
violence. 
0800 970 2070
ncdv.org.uk 

NATIONAL PREVENT 
HOTLINE
The team to contact to 
report concerns about 
radicalisation or extremism.
01772 413366 

NSPCC
National Society for the 
Prevention of Cruelty to 
Children.
0808 800 5000
nspcc.org.uk

RELATE
Relationship counselling 
and
support. 
0300 100 1234
relate.org.uk 

THE SAMARITANS
Confidential support and 
advice for anyone in 
distress. 
116 123
samaritans.org 

THE SITE 
Online guide and support on 
a range of issues for 16-25 
year-olds.
thesite.org 

STONEWALL
Information and support for 
Lesbian, Gay, Bisexual and
Transgender individuals and 
communities.
stonewall.org.uk

THINK U KNOW
Guidance for all ages on 
internet safety.
0870 000 3344
thinkuknow.co.uk

B-EAT
Support for those affected by
eating disorders.
b-eat.co.uk

BULLYING UK 
Information and advice for 
victims of bullying.
bullying.co.uk 

CARE QUALITY 
COMMISSION
For those with concerns 
about a child or adult.
enquiries@cqc.org.uk

CEOP
For reporting inappropriate 
online chat or behaviour.
ceop.police.uk

CHILDLINE 
Counselling service for 
children and young people.
0800 1111
childline.org.uk 

CHILDREN AND YOUNG 
PEOPLE’S RIGHTS
Guidance on safeguarding 
and promoting the rights of 
children and young people.
crae.org.uk

CRUSE BEREAVEMENT CARE 
Helping bereaved people to 
cope with their loss.
0808 808 1677
cruse.org.uk

DOMESTIC VIOLENCE UK
Support for those affected by 
domestic abuse.
domesticviolenceuk.org

SAFEGUARDING
CONTACT LIST
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