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REVIEW DATES AND DETAILS OF CHANGES MADE DURING THE REVIEW 

V3.1 November 2020 Minor amends to update the manager workshop title, to update 
appendix C which aligns and standardises the approach to post learning across roles 
and update to the narrative to align with the new academic year funding rules including 
the national removal of frameworks and term of learning changes for standards. 

V3 Updated to ensure it aligns to Education and Funding Agency Rules, removal of old 
frameworks and strengthen equity of opportunity for apprentices post their training for 
automating recruitment into a substantive post where funding/vacancy exists. 

V2 Updated processes now levy is established are included in the policy. Clarification 
on recruitment post Apprentice role and summary guidance information for extra hours 
for Apprentices. Stripped back to ensure only posts that are reliant on an Apprenticeship 
Education Programme being completed are included. Change of title from 
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Apprenticeships to Apprentice Policy to support its primary focus. Removal of 
information that can be found in other national documents/websites. Removal of bonus 
from pre levy arrangements. 
 
V1 Original Policy - New policy linked to launch of national apprenticeship levy to 
support recruiting Apprentices. 
 
 
KEY WORDS 

Apprenticeships/ Apprentice 
Levy 
Training and Education   
 
1 INTRODUCTION and Overview 

1.1 This policy sets out how the Trust will recruit, support and manage training posts 
with a fundamental Apprenticeship Education Programme. 
1.2 University Hospital Leicester recognises that Apprentices are essential to growing 
the workforce of the future. Apprentices will work alongside qualified and experienced 
staff to gain the confidence and work skills essential to support the quality of services 
demanded throughout the Trust, and build Apprentices’ work experience in readiness 
for substantive employment. 
1.3 The LLR (Leicester, Leicestershire and Rutland) Apprenticeship Strategy will be the 
underpinning enabling strategy that supports both the Trusts People Strategy and the 
Trusts workforce planning process. 
 
2 POLICY SCOPE  

2.1 This policy sets out how the Trust will recruit, support and manage new to Trust 
Apprentices and staff who are appointed into a role that requires them to complete an 
Apprenticeship Education Programme.  
2.2 The policy does not cover employees on an Apprenticeship Education Programme 
that supports their role or career development where their terms and conditions of 
employment remain unchanged. These staff are supported through their terms and 
conditions of employment and the Staff Development and Study Leave Policy. 
 
3 DEFINITIONS AND ABBREVIATIONS 

  
3.1 Apprenticeship Education Programme; Learning though a nationally recognised 
standard which may include an additional embedded qualification(s).  
The terms of these programme vary from 14 months upwards (depending on level of 
qualification and minimum term required by awarding body) 
 
3.2 An Apprentice; An apprentice can be 

• A new to Trust employee recruited to complete an Apprenticeship Education 
Programme (any level) as part of their apprentice role. These staff are typically 
on a temporary contract and earn an apprentice wage, annex 21 wage or set 
wage for that professional pathway. E.g. Business Admin or Care  Apprentice 
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• A training post that an individual has applied for which has attached to it an 
Apprenticeship Education Programme e.g. Nursing Associate/Assistant 
Practitioner 

• An existing member of staff who is completing an Apprenticeship Education 
Programme as part of their role or career development with no change to their 
existing terms and conditions of employment.  

 
The term apprentice in this policy will cover the new to Trust and training posts only. 
The development of existing staff is supported and managed through terms and 
conditions of employment and the Staff Development and Study Leave Policy. 
 
3.3 Levy funding; Money that supports the funding of the Apprenticeship Education 
Programmes (not the wages of an apprentice etc.). To qualify for levy funding there is 
nationally set criteria that apprentices must meet. 

 
3.4 Young Person; Defined as any person who has not attained the age of 18 years. 
 
3.5 Functional skills; Are maths, English and ICT. Functional Skills are Government 
requirements for apprentices at varying levels, dependent on programme, to ensure the 
apprentice has gained or stretched beyond their existing functional skills level to operate 
effectively and independently in life and work. An initial assessment must be completed 
in a timely manner as part of the apprenticeship enrolment and the required level of 
functional skills must be met and evidenced in each Apprenticeship Education 
Programme to qualify for levy funding and to complete the programme.  
 
3.6 Apprentice Probation Standards: A 3 month period of time when new to Trust 
Apprentices are reviewed against set workplace performance standards. This is a 
manager responsibility to complete this.  
 
3.7 Apprenticeship Agreement; An agreement between an employer and an 
apprentice in accordance with the Apprenticeships, Skills, Children and Learning 
(ASCL) Act 2009 sections 32 to 369.  This commits the manager to supporting the 
apprentice until their programme of learning is completed.  
 
There must be evidence that the apprentice has an apprenticeship agreement with you 
at the start of, and for the duration of their apprenticeship. For standards, this is defined 
in section A1 (3) of the Apprenticeships, Skills, Children and Learning Act 2009 (as 
amended by the Enterprise Act 2016) and the Apprenticeships (Miscellaneous 
Provisions) Regulations 2017. 
 
3.8 Apprenticeship Education Programme Levels;  

• Intermediate Level Apprenticeships – where learning is at level 2 (5 x GCSE 
equivalent) 

• Advanced Level Apprenticeships were learning is at level 3 (2 x A level 
equivalent) 

• Higher Level, Degree and Master Apprenticeships where learning is at level 4 or 
above (Foundation degree or Undergraduate degree level equivalent). 

 
3.9 Apprenticeship Service Account (ASA); The system where all Apprenticeship 
Education Programmes are recorded on to enable levy funding to take place. Previously 
referred to as the Digital Apprenticeship System (DAS). 
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3.10 Apprenticeship Standards from August 2020 all apprentices must start on an 
Apprenticeship Standard.  
 
3.11 Register of Apprenticeship Training Providers (RoATP); A register of approved 
organisations that are eligible for receiving Government funding to train Apprentices. 
 
3.12  Procurement; The centralised process the Trust uses to ensure the best value for 
money and best quality of learning from the Training Provider. 
 
3.13 End Point Assessment; This is the final element of an Apprenticeship Standard 
that an individual goes through once learning is complete to gain the Apprenticeship 
award.  
 
3.14 Gateway; This is the point where learning is completed and a check takes place 
with the Training Provider, apprentice and manager to see if the apprentice is ready to 
go through their End Point Assessment. 
 
3.15 Off-the-job training; To be eligible for government funding at least 20% of an 
apprentice’s normal working hours, over the planned duration of the apprenticeship 
practical period must be spent on off-the-job training. 
Guidelines on what counts towards the 20% can be found in the ESFA funding rules 
and programme guides or from the Training Provider.  
Defining what 20% learning means for different parties can be seen below. It is the 
responsibility of 

• the manager to plan the 20% learning with the apprentice and to release them for 
planned training sessions 

• the apprentice to record 20% learning 
• the apprentice and their manager to ensure 20% learning happens 
• the Training Provider to check that 20% learning is happening and relevant to the 

apprenticeship, and is being recorded satisfactorily 
NB: the department may have their levy contribution that paid for the Apprenticeship 
Education Programme clawed back if they do not support the government rules on 20% 
learning. 
 
3.16 Training Provider; The organisation providing the learning for the Apprenticeship 
Education Programme standard. 
 
3.17 ESFA; This is the Education and Skills Funding Agency. The ESFA brings together 
the former responsibilities of the Education Funding Agency (EFA) and Skills Funding 
Agency (SFA) to create a single agency accountable for funding education and skills for 
children, young people and adults. ESFA is an executive agency, sponsored by the 
Department for Education. The ESFA monitor the Trusts use of the levy. 
 
3.18 Centre Staff; staff who work in Learning and Development or Nursing 
Development to deliver apprenticeships as the internal training provider. NB: They are 
not the employer and cannot get involved with employer and employee issues and they 
are not able to represent all training providers delivering apprenticeships to UHL staff. 
 
3.19 Employer; the manager and department who is responsible for the apprentice and 
will support and manage them under the organisations policies and procedures, 
including safeguarding and health and safety. 
 
 



Apprentice Policy  Page 6 of 30 
V3 approved  by Policy and Gui deline Committee on 20 November 2020   Tr ust Ref:  B1/2017          Next Review: Sept 2024 
 

NB: Paper copies of this document may not be most recent version.  The definitive version is held on INsite Documents 
 

 
 
 
4 ROLES AND RESPONSIBILITIES 

4.1 Chief People Officer  
To ensure the development and implementation of appropriate guidance on the 
provision and use of Apprenticeship Education Programmes and the utilisation of the 
apprenticeship levy in support of the Public Duty of Care target.  
 
4.2 Workforce Manager 
Will be responsible for: 

a) Ensuring CMG’s have Apprenticeship Education Programmes/new to Trust 
Apprentices and training roles in their workforce plans 

b) Ensuring Professional leads have Apprenticeship Education Programmes/new to 
Trust apprentices and training roles in their career frameworks and workforce 
plans 

c) Strategic workforce planning that determines the cost, number and nature of 
apprentices that will be employed within the Trust 

d) Identifying, with the CMGs/Corporate Directorates and Learning and 
Development Team, roles suitable for conversion to an apprentice role. 

 
4.3 Learning and Development Team   (L&D) 
Will be responsible for: 

a) Managing the Apprenticeship Service Account (ASA) 
b) Providing information on learning available to managers that supports the 

identification of posts suitable for conversion to an apprentice post  
c) Identifying suitable Training Providers to deliver the Apprenticeship Education 

Programmes, leading on procurement and contracting arrangements for these 
d) Working in partnership with ESFA, in an effort to keep up to date with any key 

changes and updates to apprenticeships 
e) Tracking, reporting and managing apprentice information to monitor levy, 

protected characteristics, attainment rates and return on investment 
f) Support and guide managers as needed and ensure a programme of Apprentice 

Managers Workshop are available monthly  
g) Support the development of case studies with learners and managers to 

showcase the opportunities available 
h) Promoting the value of Apprenticeship Education Programmes as development 

opportunities within the Trust, across a variety of pay bands, levels and roles 
i) Support professions and CMG with standard Apprenticeship Education 

Programme materials for attraction and recruitment events they run. NB: A 
minimum of 1 months’ notice should be given to enable the work to be scheduled 
in and L&D will confirm what materials are available to select from. Once the 
requirements are known arrangements for collection/printing will be made 

j) Authorise apprenticeship vacancies on TRAC and match to suitable programme 
confirming employment contract duration, provider and wage details 

k) Provide Recruitment Services through the TRAC system with the email address 
for any additional job advert marketing links that are needed. Storage of the 
individual Apprenticeship Agreements for ESFA audit - This agreement must be 
signed by the apprentice and the employer at the start of the apprenticeship. 

l) Support discussions across the system for transfer unused levy funds. 
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4.4 CMG/Corporate Directorate Recruiting Managers   
Will be responsible for: 

A. Liaising with the Learning and Development team to identify appropriate job 
roles/apprenticeship standards and contract timeframes prior to advertising / 
developing job descriptions for new to Trust apprentices  

B. Understand the programme the apprentice will be completing and support their 
engagement in it  

C. Complete appendix I for new to Trust apprentice requests 
D. Complete recruitment (Appendices A and B) and line management of the 

apprentice in line with the Trust’s employment policies and procedures. Should 
there be issues with continuation of placement, pausing of placement, location of 
placement or if an apprentice leaves in an unplanned way then appendices E, F 
and G will support managers in addition to the Trust policies in light of levy 
funding rules. 

E. Be aware of their commitments and responsibilities should an apprentice be 
made redundant by the employer or be removed from training by the training 
provider 

F. Workforce planning to ensure 2.3% of their workforce is made up of staff on an 
Apprenticeship Education Programme 

G. Promotion of their vacancies and professions through the arrangement of open 
days and visits, attending events and schools as required, agreeing to be a 
Health Ambassador to support attraction wherever possible 

H. Induct new to Trust apprentices and develop a programme of underpinning 
knowledge sessions and related assessments to support the 3 month probation 
period and ongoing development 

I. Providing a plan for and the practical work experience element of Apprenticeship 
Education Programmes, ensuring there are cross department/organisation 
opportunities for learners to stretch their skills. NB: This could include accepting 
apprentices from other areas or organisations as well as own apprentices 

J. Ensure any associated budgets are in place across relevant financial years e.g. 
wages for new to Trust Apprentices, any travel costs and additional items to 
support the apprentices;  including a buffer in the budgets should the contract 
term for an apprentice be extended due to e.g. long term sick, maternity leave 
etc. 

K. Issuing of the Care Apprentice badge to any new Care Apprentices and the 
collection of this at the end of their term (Appendix D) 

L. The identification of suitable mentors for Apprentices and supporting the mentor 
attending the mentoring masterclass programme 

M. Attending an Apprentice Manager Induction  
N. Completing the 3 month Probationary Period Standards (Appendix H) at 4, 8 and 

11 weeks for new to Trust apprentices 
O. Raising concerns throughout the review period with the relevant CMG/Corporate 

Directorate HR contact before the probationary 3 month period expires 
P. Advising the Learning and Development team if the apprentice is off work for 

more than 4 weeks at a time. This is a necessity of the levy funding rules to 
prevent overpayment to the Training Provider NB: any clawback from the ESFA 
for unnotified periods will come direct from the departmental budget 

Q. Preparing, attending and contributing fully to all 10 or 12 week learning progress 
reviews with the Training Provider and any necessary paperwork. Supporting 
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progress and identifying learning opportunities. These are a national requirement 
of the levy funding NB: the department may have to pay back levy funding if the 
ESFA rules are not followed. 

R. Ensuring that no new to Trust apprentice is left unsupervised until they are 
competent in the task set 

S. Ensuring that no new to Trust apprentice is to be left in charge of a service/unit or 
ward. Failure to do so may result in disciplinary proceedings 

T. Alerting and discussing with the Learning and Development Team should an 
apprentice be unable to complete any of the academic or work-based 
components of an Apprenticeship Education Programme 

U. Identifying options to progress new to Trust apprentices onto substantive posts 
and further development to ensure the investment in development is retained in 
the health and social care system wherever possible 

V. Support the apprentice in identifying and communicating any additional learning 
support requirements with the Training Provider 

W. Provide timely feedback and evaluations to enable the provision of 
apprenticeships to continually evolve 

X. Supporting Learning and Development team with information required for 
OFSTED and ESFA audits 

Y. Ensuring departmental risk assessments are completed and the apprentice is 
aware of how to avoid any local risks 

Z. Ensure that adequate safeguarding is in place in the department for the 
apprentice. 

 
4.5 Recruitment Services 
New to Trust apprentices will be recruited in line with the Trust’s Recruitment and 
Selection Policy with all apprentice posts being approved by the Learning and 
Development Team also.  
 
Recruitment services will advertise all new to Trust apprentice opportunities on the 
Trust’s own website and on the National Apprenticeship Website. There may be 
occasions when other advertising routes are requested e.g. through the Training 
Provider/UCAS and the email address for the advert link will be shared with the 
Recruitment Services via TRAC by Learning and Development team.   
Recruitment Services will support the Nursing and Midwifery Education and Practice 
Development Team with attraction and recruitment events for e.g. Care Apprentices and 
training roles. 
 
Recruitment Services will support the Trust with Recruitment events and Career Fairs. 
 
4.6 The Nursing and Midwifery Education and Practice Development Team   
The Education and Practice Development Team will (as both Trust and Training 
Provider) 

a) Support the development of Care Apprentices by co-ordinating educational 
activities, delivery of the Care Certificate and assessments of learning 
appropriate for the apprentices within the CMGs across the Trust 

b) Deliver the academic element for the Associate Nursing Apprenticeship 
standard under the Learning and Development team main provider status and 
comply with all OFSTED and ESFA rules  
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c) Lead on the recruitment of training posts e.g. Nursing Associates and new to 
Trust Care Apprentices; running career and recruitment events to attract 
where necessary 

d) Procure relevant EPA contracts and manage EPA systems to support 
apprentice completions 

e) Meet the levy funding rules for enrolment paperwork, changes to learning e.g. 
break in learning and withdrawals, Accredited Prior Learning, manager 
reviews and 20% learning 

f) Ensure the ‘Centre staff’ who lead on Nursing Associate programmes files 
comply with ESFA and OFSTED requirements 

g) Ensure the apprentice paperwork for the ‘Learner files’ is up to date and 
accurate including Functional Skills Initial Assessments and certificates; 
complying fully with the ESFA and OFSTED requirements. 

 
4.7 Workplace Buddy/Mentor 
Having a “buddy” at work can make a huge difference to the speed at which new to 
Trust Apprentices manage to settle into the role, the department and the organisation. 
Just knowing there is someone there to listen who is genuinely interested in helping 
them can make the Apprentice feel supported.  
 
The role of the buddy will be varied depending on the Apprentice they are working with, 
but could involve some or all of the following: 
 

a) Helping your new apprentices to navigate their way around the department and 
the site this could include short tours 

b) Showing them how to do aspects of their role 
c) Answering questions – often more than once. Buddies need to be patient as new 

starters take in a lot of information, often in a short time. 
d) Providing information, signposting information and providing informal support 
e) Introducing them to other colleagues who are important to their role 
f) Helping them to understand the formal and informal culture and structures in the 

work area 
g) Encouraging them to ask questions if unsure about any aspects of their role 
h) Seeking additional support for the apprentice if required 
i) Arranging to go for coffee or lunch sometime so they can enjoy the social side of 

working and feel part of the team. 
 

The buddy or mentor should complete an Apprentice Mentor programme (details can be 
found on HELM) wherever possible to provide them with the help and support needed. 
 
5 POLICY IMPLEMENTATION AND ASSOCIATED DOCUMENTS   
 

5.1 Terms and Conditions of Employment 
Apprentices and training roles will be issued with an Apprenticeship Agreement 
(Contract) of Employment by the HR recruitment team. This makes sure their rights as 
an Apprentice are protected; this will include their right to train.  
New to Trust Apprentices are recruited on a 3 months probationary period and reviewed 
by their manager against Apprentice Probation Standards (Appendix H).  
Apprentices will be managed by managers in line with Trust policies and this will form 
part of their terms and conditions of employment. 
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5.2 Pay – New to Trust Apprentices 
 
5.2.1 Line Managers are responsible for ensuring legislation around apprentice rates of 
pay are adhered to. 
 
5.2.2. It is the responsibility of the manager to ensure the appropriate paperwork is 
completed to process any variations to pay, in line with lawful changes.  
 
5.2.3. Apprentice rates of pay are only applicable for the first 12 months of the fixed 
term contract for the first Apprenticeship Education Programme an individual completes. 
If the contract exceeds 12 months, or it is the second Apprenticeship Education 
Programme for an individual, it is the line manager’s responsibility to liaise with a 
HR/Finance representative to ensure the national minimum wage is then paid. 
Managers should ensure they have budgeted accordingly for this for each financial year 
the Apprentice will be working in and ensure that a buffer budget is in place should the 
individualised learning exceed the expected plan e.g. long term sick, maternity leave, 
break in learning. 
5.2.4 There are currently no national or local guidelines on whether it is acceptable for 
an apprentice to do extra hours/bank work and at what rate of pay this should be at. 
Significant caution must be given prior to any local approval to ensure the apprentice is 
not breaching national guidelines for hours of work (linked to age) or levy funding rules. 
It is imperative that both themselves and the patients are not put at risk and that they 
are familiar with the area they are working in for the additional hours. The employee 
would need a full Care Certificate (as appropriate for role) and should be competent in 
the duties the additional hours would cover; being able to work competently with less 
supervision than in the apprentice role. There should be a contract in place to support 
the additional working with all relevant mandatory training for the role being compliant. 
Ideally the individual will have been in the apprentice post for at significant length of 
time prior to additional hours/bank work being undertaken. It would be recommended 
that a professional representative or CMG/Corporate Directorate decision is taken in 
each, and every, instance based on the line manager’s information and 
recommendations. The CMG would be responsible for ensuring the relevant budgets 
were in place. There is no overall Trust support for additional hours or bank work by 
apprentices. The health and wellbeing of the apprentice is paramount.  
 
5.3. Apprenticeship Progression Routes 
5.3.1 Apprenticeship Education Programmes are about supporting individuals to 
develop skills and gain valuable experience within the workplace. For many, a new to 
Trust apprentice role will be their first step on a career ladder within a particular field. At 
the end of their Apprenticeship Education Programme individuals should have 
developed their behaviours, skills, knowledge and experience to prepare and enable 
them to apply for the next role. In terms of career progression for both clinical and non-
clinical apprentices across the Trust, there are a wide range of opportunities which may 
be available. CMG’s, Corporate Directorates and professional leads should work 
together to develop workforce plans and career progression ladders which support the 
development and retention of apprentices. The Trust is monitored nationally by the 
Government on what happens to our apprentices once their learning is over. 
5.3.2 Apprentices within the Trust will typically be from a fixed term of 14 months or 
more with no guarantee of future employment within the Trust unless departmental 
budgets are in place. However, having invested time and resource in developing 
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apprentices, where possible and appropriate, the Trust would want to try and retain this 
talent. Managers of apprentices are strongly encouraged to provide support to 
apprentices 3 months before their expected end date to explore career progression 
routes within their department if budgets are in place or the wider Trust to support 
employment into an appropriate vacancy. The apprentice should be encouraged to keep 
abreast of suitable roles and opportunities which may become available across the 
health and social care community and support should be provided in helping them with 
the recruitment process. Typically the standard recruitment process would be followed.  
It should be noted that due to the shortage of nurses, clinical roles which support this 
pathway may be treated differently.  The aim of the Care Apprentice is to develop the 
individual into someone with the right knowledge and skills to undertake the role of a 
band 2 HCA by the end of the 14 month programme. A successful apprentice with no 
sickness or performance issues should, at the end of their Apprenticeship Education 
Programme progress automatically into a substantive band 2 HCA vacancy. Where 
possible this should be on the ward they were working however this is not guaranteed. If 
this is not possible they should be placed in an alternative ward where a vacancy exists.  
A formal conversation would be held between the apprentice and Ward Manager so 
there was an understanding of the change in role and future training requirements 
identified. This should be documented and kept in the personnel file. A flow chart 
detailing the substantive role process for Apprentices to roles can be found on Appendix 
C. 
It should be noted that at the Trust the requirement is for the member of staff to 
complete the Apprenticeship Education Programme wherever possible prior to moving 
into another non apprentice role. There may be occasions when the apprentice has 
been in the apprentice role a substantial number of months, is progressing well with the 
learning and meets all the minimum essential criteria to apply for an alternative post. 
Providing the Apprenticeship Education Programme can be completed as part of the 
new role, and the usual recruitment process is followed, then if the apprentice is the 
preferred candidate they may move to the new role sooner than at the completion of 
their apprentice temporary contract. The completion of their Apprenticeship Education 
Programme would then be in their new position. The current and new manager should 
meet and discuss the handover to ensure the apprentices learning is full supported. NB: 
The Trust and Training Provider are monitored on completion rates and if the 
Apprenticeship Education Programme cannot be completed in the new role the 
CMG/Professional Lead should consider when the role should begin to enable the 
learner to gain their award. This supports retaining the workforce, talent management 
and the appropriate use of levy funding.  
 

6 EDUCATION AND TRAINING REQUIREMENTS 

6.1. The responsibility for the implementation of the policy is with the Learning and 
Development Department (L&D). L&D will provide advice and guidance to individuals 
and managers who may be considering an apprentice or training role within their team.  
 
6.2 Recruiting managers should read the Managers Guide to Supporting Apprentices 
http://insite.xuhl-tr.nhs.uk/homepage/working-life/education--training/apprenticeships 
which will raise awareness and prepare managers for selecting and supporting their 
apprentice on the Apprenticeship Education Programme. An Apprentice Managers 
Induction should also be attended.  

 
 

http://insite.xuhl-tr.nhs.uk/homepage/working-life/education--training/apprenticeships
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7 PROCESS FOR MONITORING COMPLIANCE 

This policy will be monitored by: 
7.1. The Learning and Development Department governance structure through 
reporting the number of apprentices via the Secretary of State annual return and the 
Apprenticeship Service Account. 
7.2 Monitoring Table 

Element to be 
monitored 

Lead Tool Frequency Reporting arrangements 

Number of  
apprenticeship starts 
(New and existing)  

Training and 
Development  
Manager   
 

Apprenticeship 
Service Account   
 
 

Monthly  Directorate   / CMG Boards 
Committees, escalated to Executive 
Workforce Board Chair where 
applicable  

Estimating 
apprenticeship 
funding: to calculate 
how much the Trust 
will have to spend on 
apprenticeship 
training 

Training and 
Development  
Manager   
 
Senior Learning 
and Development 
Manger  

Apprenticeship 
Service Account 
 
 

Annually  Directorate / CMG Boards Committees, 
escalated to Executive Workforce 
Board Chair where applicable  

 
8 EQUALITY IMPACT ASSESSMENT 

8.1 The Trust recognises the diversity of the local community it serves. Our aim 
therefore is to provide a safe environment free from discrimination and treat all 
individuals fairly with dignity and appropriately according to their needs. 

8.2 As part of its development, this policy and its impact on equality have been 
reviewed and no detriment was identified.  

 
9 SUPPORTING REFERENCES, EVIDENCE BASE AND RELATED POLICIES 

Recruitment and Selection Policy (B43/2009) 
 
Induction Policy (B4/2003) 
 
Improving Performance (Capability) Policy (B12/2014) 
 
Young Persons Policy (B52/2006) 
 
Safeguarding Children Policy (B1/2012) 
 
Safeguarding Adults Policy (B26/2011) 
 
Study Leave Policy (B32/2004) 
 
Other references: 
 
Talent for Care 
https://www.hee.nhs.uk/talentforcare/wideningparticipation 
 
Apprentices 2020 vision 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/482754/B
IS-15-604-english-apprenticeships-our-2020-vision.pdf 

https://www.hee.nhs.uk/talentforcare/wideningparticipation
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/482754/BIS-15-604-english-apprenticeships-our-2020-vision.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/482754/BIS-15-604-english-apprenticeships-our-2020-vision.pdf
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The Health and Safety (Young Persons) Regulation 1997 
http://www.legislation.gov.uk/uksi/1997/135/made 
 
Apprenticeship Standards  
www.instituteforapprenticeships.org 
 
Apprenticeship Levy  
 replaced in February 2020 with 
 
https://www.gov.uk/guidance/manage-apprenticeship-funds 
 
Institute of Apprentices  
https://www.instituteforapprenticeships.org/ 
 
Skills for Health 
https://haso.skillsforhealth.org.uk/ 
 
Apprenticeship Funding rules 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachmen
t_data/file/928013/2021_Employer_Rules_Version_2_v1.0_FINAL__published_.pdf 
 
 
10 PROCESS FOR VERSION CONTROL, DOCUMENT ARCHIVING AND REVIEW 

This document will be uploaded onto SharePoint and available for access by Staff 
through INsite. It will be stored and archived through this system. 
A full review will take place every three years by the Chief People Officer unless legislative 
changes determine otherwise. 

http://www.legislation.gov.uk/uksi/1997/135/made
http://www.instituteforapprenticeships.org/
https://www.gov.uk/guidance/manage-apprenticeship-funds
https://www.instituteforapprenticeships.org/
https://haso.skillsforhealth.org.uk/
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Employee completes Job Application when the 
next intake are recruited 

Employee adds study skills dates and 
progress reviews into diary, ensures their 
Manager is aware of the dates to enable 

release and attends and completes all 
required elements of the programme – 

including planning and recording the 20% 
off the job development time in a timely 

manner 

Manager, Nursing Development/Training Provider and Employee conduct a Gateway review at the end of the planned 
learning to assess and agree readiness for the End Point Assessment (EPA). Nursing Development add to relevant EPA 

 

Manager supports the Learner through their programme ensuring they 
are released for study days, have identified and are released to 

complete the remaining 20% off the job development, are aware of 
Functional Skills development needed for the programme/ role and 
have support in place to achieve this. Managers should ensure they 

attend the quarterly reviews with the employee and Training Provider 
and support the EPA process. The employee should receive regular 
121’s and appraisal as usual. The Training Provider will evaluate the 

programme regularly 

Employee completes End Point Assessment to gain the Apprenticeship Award and progress into new role. NB: if this is initially 
referred support will be needed from the Training Provider and Manager to enable a resubmission which should be funded by 

the apprentices department. Employee attends celebration event and completes a case study 

Training need identified linked 
to Career Plan. 

 

Key 

Learning and 
Development 

Employee 

Learner and 
Manager 

Nurs ing 
Development  

System and Data Administrator will check paperwork submitted is complete, issue contracts, approve 
cohorts on ASA and add learners to the ILR for all employees that have all documentation present. Learning 

and Development will set up learner files with all information presented 

                                                                                                         Appendix B  
Process for Existing Staff Wishing to Apply for an Apprentice Training Post e.g. Nursing 

Associate(NA) / Assistant Practitioner (TAPs) 

Nursing Development / Department conduct recruitment process including Information, 
Advice and Guidance for the Apprenticeship Education Programme. Any prior learning (APL) 

that could count towards the apprenticeship would be identified 
 

Nursing Development (NA)/Learning and Development 
(TAPS) agree price for programme (taking into account 
APL), complete enrolment forms and arranges Initial 

  
 Employee completes Skills Scan and Initial Assessment 

for Functional Skills, making available any maths and 
English certificates they hold to support this 

 

Nursing Development (NA)/Learning and Development (TAPS) confirms enrolment onto course, 
study skill dates, including induction plans, access to online systems and allocates an educational 

supervisor/Facilitator 
 
 Nursing Development (NA)/Learning and Development (TAPS) ensures all paperwork completed, add the 

learner to the ASA and create a complete learner file which is sent to the Learning and Development team 
in a timely manner also informing them of the standard code for the cohort and pricing 

 
 

Manager 

HR 
Recrui tment 

HR Recruitment Team will issue 
employee with contract for the 

training post detailing pay terms 
during and after successful 

completion of Apprenticeship 
Education Programme 
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Appendix H 
Apprentice Probation Standards 

 
Standards must be reviewed at least three times with the apprentice and their line Workplace 
Manager; the last review being at the end of the probationary period. 
 

Apprentice Name   
Start Date  
Probation Period End Date  
 

It is recommended that the first review takes place at 4 weeks, the second at 8 weeks and the third 
at 11 weeks (1 week before end of probation period). Please sign and date at each review meeting. 
Please consider both what your apprentice is doing and how they are doing it. Think about their 
work and their learning progress. Ensure you have a clear and consistent way of providing 
continuous feedback to support the apprentice in place and a transparent process so they know how 
they are doing. If you need employment support for an Apprentice not meeting the probationary 
standards please do contact your HR advisor. Ensure your apprentice has clear objectives, a 
supported development plan and understands their role. The usual Trust Corporate and Local 
induction should be followed. 
 

Probation Standards and Behaviours  
 

General Standards Meeting Standard (Y/N) If no, state concerns 
at the end of this document. 

 
Standard 

First Review 
 
Date: 
 

Second  
Review  
Date: 
 

Final Review  
 
Date: 

Good timekeeping (inc. arriving to work on time, and 
breaks)? 

Y / N Y / N Y / N 

Reporting any absences in the correct way? Y / N Y / N Y / N 

Breaching an attendance target during the probation 
period? 

Y / N Y / N Y / N 

Concerns which may amount to a breach of the 
Disciplinary Rules? 

Y / N Y / N Y / N 

Patient/customer complaints which would give cause 
for concern? 

Y / N Y / N Y / N 

Review What’s going well It would be even better if… 
1  

 
 

 

2  
 
 

 

3  
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1.We treat people how we would like to be treated Meeting Standard (Y/N) If no, state concerns at 
the end of this document. 

 
Standard 

First Review 
 
Date: 
 

Second  
Review  
Date: 
 

Final Review  
 
Date: 

Demonstrates consistent professional communication 
towards colleagues, and service users. 

Y / N Y / N Y / N 

Responds to feedback positively Y / N Y / N Y / N 
Review What’s going well It would be even better if… 
1  

 
 
 

 

2  
 
 
 

 

3  
 
 
 

 

 
 
2. We do what we say we are going to do Meeting Standard (Y/N) If no, state concerns at 

the end of this document. 
 
Standard 

First Review 
 
Date: 
 

Second  
Review  
Date: 
 

Final Review  
 
Date: 

Takes direction and follows instructions from peers and 
senior colleagues 

Y / N Y / N Y / N 

Completes assigned tasks to a good standard and to 
required deadlines/timescales 

Y / N Y / N Y / N 

Review What’s going well It would be even better if… 
1  

 
 
 

 

2  
 
 
 

 

3  
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3. We focus on what matters most Meeting Standard (Y/N) If no, state concerns at 
the end of this document. 

 
Standard 

First Review 
 
Date: 
 

Second  
Review  
Date: 
 

Final Review  
 
Date: 

Good time management Y / N Y / N Y / N 

Complies with all safety and quality expectations Y / N Y / N Y / N 
Review What’s going well It would be even better if… 
1  

 
 
 

 

2  
 
 
 

 

3  
 
 
 

 

 
 
4. We are one team and we are best when we work 
together 

Meeting Standard (Y/N) If no, state concerns at 
the end of this document. 

 
Standard 

First Review 
 
Date: 
 

Second  
Review  
Date: 
 

Final Review  
 
Date: 

Works well as part of the team Y / N Y / N Y / N 

Supports others and asks for help when required 
 
 

Y / N Y / N Y / N 

Review What’s going well It would be even better if… 
1  

 
 
 

 

2  
 
 
 

 

3  
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5. We are passionate and creative in our work Meeting Standard (Y/N) If no, state concerns at 
the end of this document. 

 
Standard 

First Review 
 
Date: 
 

Second  
Review  
Date: 
 

Final Review  
 
Date: 

Has a positive attitude to the role and assigned tasks Y / N Y / N Y / N 

Review What’s going well It would be even better if… 
1  

 
 
 

 

2  
 
 
 

 

3  
 
 
 

 

 
Probation Outcome 
 
Probationary Period Outcome (tick relevant box) 
 

Probation Passed with no outstanding concerns 
Probation Passed with some concerns which have been discussed and documented 
Probation Failed (refer to HR) 

 
 
Date  Conducted by  Signature of 

Reviewer 
 

Summary comments for decision and agreed next steps 
Signature of 
Learner 
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Probation Review Summary 
 
Meeting 1 
Review 1 
Date 

 Conducted 
by 

 Signature of 
Reviewer 

 

Summary comments for the review 
Signature of 
Learner 

 

 
 
 
 
 
 
 
 
 
 
 
Action Plan for Development Areas 
Standard Identified 
as Not Met 

Evidence / Issue 
Identified 

Actions /Support 
Required 

Comments following a 
review of progress on 
this 

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
Leaner Comments 
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Meeting 2 
Review 2 
Date 

 Conducted 
by 

 Signature of 
Reviewer 

 

Summary comments for the review and comments on 
progress from developmental action plan set in review 1 

Signature of 
Learner 

 

 
 
 
 
 
 
 
 
 
 
 
Action Plan for Development Areas 
Standard Identified 
as Not Met 

Evidence / Issue 
Identified 

Actions /Support 
Required 

Comments following a 
review of progress on 
this 

 
 
 
 

  Comments following a 
review of progress on 
this 

 
 
 
 

  Comments following a 
review of progress on 
this 

 
 
 
 

   

 
Leaner Comments 
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Meeting 3 
Final Review 
Date 

 Conducted 
by 

 Signature of 
Reviewer 

 

Summary comments for the review and comments on 
progress from developmental action plans set in reviews 1 
and 2 

Signature of 
Learner 

 

 
 
 
 
 
 
 
 
 
 
Action Plan for Development Areas 
Standard Identified 
as Not Met 

Evidence / Issue 
Identified 

Actions /Support 
Required 

Comments following a 
review of progress on 
this 

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
Leaner Comments 
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Checklist Item 
 

Managers comments / 
progress for item 

Complete 
(please tick / 
date and put 

name in as 
actioned) 

Pre appointment – Information To Check and Be Aware Of 
I can confirm that the apprentice(s) will be employed in a real job(s). 
NB – they may be an existing employee or a new hire to the Trust. 

  

I can confirm that a job description and person specification are available for this 
apprentice and that this mentions Apprentice in the title and text. 

  

I understand the salary for the apprentice is to come from within my departmental 
budget. 

  

I can confirm that I have the funding to support the salary and on costs for the 
apprentice.  Please state the budget code and any budget reference number. 
 
Cost Code ______________________   Cost Centre _______ 

  

I can confirm that I am aware that the apprenticeship levy does not support any 
additional costs e.g. travel and that I have budgeted for any incidental costs. 

  

I can confirm that the apprenticeship is for at least 12 months or the minimum 
term of the programme whichever is shortest. Please state the term of the 
apprenticeship (NB:  apprentice standards will need to be for a period greater than 
12 months to allow for the end point assessment to be completed. If you are 
unsure please contact Apprentice Lead/Training Provider). 
 
Term of apprenticeship ___________________________      

  

I can confirm that I have selected an apprenticeship  standard that is suitable to 
follow to support the role. Please state which one. 
 
Apprenticeship  standard __________________________ 

  

I can confirm that I have identified a preferred provider. Please state which one.  
Provider ___________________________      
 
Is the provider on the RoaTP  (if unsure please check with Apprentice Lead)?  
Provider on ASA Yes / No 
 
Is the provider on a Dynamic Purchasing System (if unsure please check with 
Apprentice Lead? 
Provider on DPS   Yes / No 

  

I can confirm that a tendering process has been completed for this apprenticeship 
and that a price has been negotiated with the provider by the Apprentice Lead. 

  

I can confirm that I am aware that the apprentice must spend at least 20% of their 
time on off-the-job training and can confirm that I commit to ensuring a full plan is 
in place for the 20% off the job training which must be directly relevant to the 
apprenticeship  standard. I do not need to develop the plan but I must be aware 
one is in place (it is the responsibility of the Training Provider and Apprentice to 
develop and record this). 

  

I am aware that functional skills (maths, English and ICT) will need to be studied 
outside of the 20% off the job training as part of the apprenticeship to a required 
level if the employee doesn’t already have that level. I know I should also support 
staff to regain any lost skills since they received certification. 

  

I will support my apprentice in obtaining a mentor or buddy during their studies.   

Appendix I 
Managers Checklist for Employing a New to Trust Apprentice 
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Pre appointment – Getting Approval for Your Apprentice 
I can confirm that I have CMG / Corporate Division approval to recruit to this 
apprenticeship. Please state who approved this and when. 
Approved by __________________________     Date ____/____/____ 

  

I can confirm that advert text has been supplied in TRAC as part of the recruitment 
process and that this includes the words Apprentice. 

  

I can confirm that I have advertised via TRAC, (linking to NHS Jobs) and with the 
Training Provider.               YES/NO 

  

Establishment Requirements for Your Apprentice 
I will ensure all Appointment, Change and Termination forms are completed at the 
relevant parts through the apprentice cycle to ensure ESR data is correct. 

  

I can confirm that if my position changes I will hand over the apprentices to a 
named colleague and inform apprenticeships@uhl-tr.nhs.uk to enable 
continuation of support. 

  

I can confirm that I am committed to ensuring: 
• Regular checks of the apprentice 
• That the apprentice is supported locally to complete the qualification as 

required 
• That no more than one month will elapse without a discussion with the 

apprentice, full HR policies will be used to support the apprentice and regular 
121’s and appraisals will occur. 

  

Once in post 
I can confirm that the individual has not completed a qualification of equivalent 
level.  Please state what the new learning will be within this qualification. Where 
the levy does not support the funding due to the material not being substantially 
new/different enough compared to their existing qualification I can fund the 
apprenticeship(s). 
 
New learning _______________________________________________ 

  

I can confirm that I know which person will assess the apprentice? (Training 
Provider arranges this but Manager needs to be aware) 
Name of Assessor ____________________________ 

  

I can confirm that the Training Provider has accounted for any prior learning. 
Please state what has been completed and to what level. 
 
Training completed ___________________________     Level ______ 

  

Please share the 20% off the job high level training plan electronically with the 
Apprentice Lead where possible. 

  

I can confirm that I have checked the eligibility of the apprentice and that these 
checks included but were not limited to: (NB full recruitment checks should be 
conducted for new apprentices to the Trust) 
• Having the right to work in England 
• Spending at least 50% of their working hours in England 
• The apprentice will work for the Trust as defined by HMRC. 

  

I can confirm there is an apprentice agreement in place with the apprentice (this 
applies to both existing staff completing an apprentice and new staff completing 
Apprenticeships). The standard UHL format should be used.  

  

I can confirm there is a commitment agreement in place between me the 
manager, the Apprentice and the Training Provider (this applies to both existing 
staff completing an Apprenticeship and new staff completing Apprenticeships). 
This forms part of the apprenticeship programme contract. 

  

I can confirm there is a staff development and study leave agreement in place (this 
applies to just existing staff completing an apprentice).  
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I can confirm that I have checked whether the Apprentice has any requirements 
for additional learning support and I have advised the Training Provider of any 
support that is required.  

  

I can confirm I have checked the age of the Apprentice. Please state whether the 
Apprentice is under 19 at time of starting apprentice. 
 
Under 19 years old? Yes / No if yes please state DOB and advise Apprentice Lead. 
Please ensure a risk assessment for your new apprentice is conducted and 
relevant elements only are shared with the training provider to support the 
learning process 

  

I can confirm that apprenticeships@UHL-tr.nhs.uk have received notification of 
the Apprentice.  

  

I will immediately advise the Apprentice Lead if learning is suspended due to ill 
health, change of circumstance or a work related incident. 

  

For existing staff undertaking an Apprenticeship Standardwill    
I confirm I am aware of the claw back items (20% off the job training time)  should 
the apprenticeship not be completed to plan and commit to ensuring these are 
followed through to support trust finances. 

  

I confirm I will hold a meeting at least 12 weeks before the apprenticeship is 
completed to support recruitment and retention skills and activities with the 
apprentice. 

  

Actions for Apprentice Lead 
I can confirm that the Apprentice is recorded on the ASA (Digital Apprenticeship 
Service System). 
 

  

I can confirm that payments have commenced for this Apprenticeship. 
 

  

Actions for HR Recruitment 
I confirm that I have provided the link to NHS Jobs to the Training Provider noted 
on TRAC to support dual advertising. 
 

  

I can confirm that the recruitment of the Apprentice has followed the UHL 
recruitment process.    

  

I can confirm that there is a job title on ESR for this Apprentice with the word 
apprentice in the title e.g. Assistant Practitioner Apprentice, if this is a newly 
recruited Apprentice.  

  

Please state the position number used for this Apprentice.   
 
Position Number ___________ 

  


