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1  Ensure you have a genuine job for this apprentice with the correct wage 

2  Check the duration of the apprenticeship to ensure it complies with the funding rules 

3  Request access to Levy funds by notifying HR that you want an apprentice 

4  Procure a training provider and getting a contract in place 

DO NOT sign any contract directly with the provider  - see process notes below 

5  Commitment Statements  

6  Recruit your apprentice (include training provider in inital assessment) 

7  Develop an apprentice induction 

8  Provide the training provider with evidence of the apprentice's eligiblity at the start of the 
apprenticeship 

9.  Take part in regular quarterly reviews with the apprentice and training provider and provide 
progress updates to HR for qualit monitoring purposes 

10.  Provide evidence of successful completion of the apprenticeship 
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For guidance on the above process please find the following supporting notes 
for each step. 
 

1   Ensure you have a genuine job for this apprentice with the correct 
wage   

 

 The apprentice must have a contract of employment which is long 
enough for them to complete the apprenticeship successfully   

 The cost of the apprentice’s wages must be met by you as their 
employer 

 The apprentice must have a job role (or roles) within the school that 
provides the opportunity for them to gain the knowledge, skills and 
behaviours needed to achieve their apprenticeship 

 The apprentice must have appropriate support from the school to 
carry out their job role 

 Apprentices must be an employee on the first day of their 
apprenticeship and as a minimum at least be paid a wage consistent 
with the law for the time they are in work, in off-the-job training and 
studying English and maths (if appropriate).  In determining an 
appropriate rate of pay you should also consider carefully the work 
you are expecting them to do, compared with other members of 
staff within the school.  As with any employee they could make an 
equal pay claim if they are paid differently to a member of staff of 
the opposite sex who is doing work of equal value. 

 
2   Check the duration of the apprenticeship to ensure it complies with the 

funding rules 
 

 You must make sure the apprenticeship will last for at least one year, 
(based on them working a minimum of 30 hours a week for 52 weeks 
– reduced hours will extend the length of the apprenticeship), or 
more if specified in the apprenticeship standard or framework.  

 
3  Request Access to Levy Funds by notifying HR that you want an 
apprentice  
 
E-mail apprenticeships@gloucestershire.gov.uk and inform HR of the 
apprenticeship framework or standard you are interested in, the duration 
of the apprenticeship including the hours per week and the weeks per year. 
We’ll check the cost of the apprenticeship against the contribution the 
school has made to the levy.  If you are requesting more funding than 
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you’ve contributed we’ll review whether the apprenticeship funding can be 
met or not. 
 
 
4   Procure a training provider and getting a contract in place 

 

 Whilst the school can choose the training provider you MUST NOT 
sign any contract with them. The council has a standard contract 
that will be signed by all parties.  You must advise the provider that 
the Council uses a standard contract and we will provide this for 
signing by the Council, the School and the Training Provider.  If the 
school signs a contract with the provider directly the Levy funds 
CANNOT be released and the school will be liable for paying the 
training costs directly. 

 The relationship between you and the training provider is important 
throughout the apprenticeship.  

 Your provider should offer you the option of using the recruit an 
apprentice service for all new recruits.  

 You and your provider must agree a price for the total cost of each 
apprenticeship, including the training costs and any subcontracted 
training. The price for apprenticeship standards must include the 
cost of the end-point assessment which you must agree with the 
apprentice assessment organisation. 

 There are a number of local providers that you can choose from 
including local providers such as; 

 Adult Education – Dan Boon 01452 583841 
dan.boon@gloucestershire.gov.uk  

 Stroud College 0800 072 6077 apprenticeships@sgscol.ac.uk 

 Gloucestershire College – 01452 563400 
business.hub@gloscol.ac.uk  

 
5   Commitment Statements 
 

Whilst the contract for services is supplied by the council, the training 
provider will require the school to sign something called a commitment 
statement. This is part of the compliance with the funding rules as 
follows: 

 

 “The commitment statement sets out how the employer, provider and 
 apprentice will support the successful achievement of the 
 apprenticeship. It must set out the following;  
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 The planned content and schedule for eligible training.  

 What is expected and offered by you, the main provider and the 

apprentice to achieve their apprenticeship.  

 The process for resolving any queries or complaints regarding the 

apprenticeship, including its quality.  

 
 You must set out in the commitment statement how you will support 
 the successful achievement of the apprenticeship. The commitment 
 statement must be signed by you, the apprentice, and the main 
 provider, and all three parties must keep a current signed and dated 
 version. “ 

 
You MUST Send copies of these documents to 
apprenticeships@gloucestershire.gov.uk.  

 
6   Recruit your apprentice (include training provider in initial assessment) 
 

 Involve training provider in recruitment process so that they can 
organise an initial assessment for English and maths and to do a skills 
scan (this should allow them to identify any prior learning).  Prior 
learning can affect the price negotiated between you and the 
training provider.  When agreeing a price with the provider you must 
ensure that the provider has reduced the length or content of the 
apprenticeship to account for prior learning. Funds must not be used 
to pay for skills already attained by the apprentice.  

 There is a specific shortlisting form and an interview checklist 
available on schoolsnet  

 A model Apprenticeship Agreement is available on schoolsnet which 
forms part of their contractual paperwork and we would advise that 
you use this agreement as part of the recruitment process. 

 
 
7   Develop an apprentice induction  
 

 The training provider should have an induction into the 
apprenticeship and how they will work with the apprentice. 

 You will need to develop an induction for your apprentice into their 
role and the team they will be working with – you may use the 
school’s current induction for new staff. 
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8  Provide the training provider with evidence of the apprentice’s 
eligibility at the start of their apprenticeship 

 

 You must provide evidence to the training provider of the 
apprentice’s average weekly hours and any changes to working 
patterns.  

 You must also have evidence needed for any additional payments 
made to you because of the apprentice’s characteristics (for 
example, their age).  

 
 

9 Take part in regular quarterly reviews with the apprentice and training 

provider and provide progress updates to HR for quality monitoring 

purposes 

 

 You will need to email copies to 
apprenticeships@gloucestershire.gov.uk.  

 HR will need copies of these to monitor likely completion rates and 
quality of progress  

 Through the year you and your apprentice will receive 
questionnaires asking you to provide feedback on your experience of 
the apprenticeship – this will allow us to collate evidence across the 
council and to have an overview of the quality of the experience and 
of the success rates across training providers. 

 
10 Provide evidence of successful completion of the apprenticeship 

 

 You will need to email copies of completion, achievement of 
qualification, framework and/or standard to 
apprenticeships@gloucestershire.gov.uk. 

 HR will need copies of this prior to approving the uploading of 
information onto the council’s apprenticeship levy portal. 

  
 

Apprenticeship Process – Existing Member of Staff 
 
If you have an existing member of staff who is undertaking an apprenticeship, 
many of the steps (apart from 6 and 8) above still apply.  However, you should 
bear in the mind the following: 
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1 Your member of staff should have genuine skills they need to develop 

with the opportunity to practise new skills in a real work 
environment.  If they already have skills and knowledge relating to 
the apprenticeship then the training provider is required to assess 
their “prior learning” as Levy funds must not be used to pay for skills 
already attained by the apprentice. 

2 They would remain on their existing terms and conditions but would 
still be required to sign an agreement for undertaking the 
apprenticeship.  This is normally supplied by the training provider but 
if not a model agreement is available from the ESFA here. 

 
NB: As with any process this may be up-dated or amended and should you 
have any queries regarding the process please e-mail 
apprenticeships@gloucestershire.gov.uk  

https://www.gov.uk/take-on-an-apprentice/apprenticeship-agreement
mailto:apprenticeships@gloucestershire.gov.uk

