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Introduction 

This handbook is designed to give you 
an overview of Apprenticeships and the 
roles the employer, the Apprentice and 
the training provider have in the 
process.

Why Apprenticeships?

Apprenticeships have moved on from 
what they used to be and are an   
exciting option for both Apprentice 
and employer. You can now employ 
Apprentices at all different levels, from 
school leavers to people that want to 
further their careers or change career 
direction completely. An Apprentice 
can be aged 16 or 100 plus!

As an employer, you can get additional 
help with funding an Apprentice from 
the government. TTI will offer you  
impartial advice and provide a   
training needs analysis to meet the 
needs of your business. At TTI we  
believe in working in partnership with 
you to create a bespoke delivery 
Apprenticeship program.
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The Benefits to your Organisation

Hiring an Apprentice is a productive and effective way for any organisation to grow 
talent and develop a motivated, skilled and qualified workforce. 86% of employers 
said Apprenticeships developed skills relevant to their organisation and 78% reported 
improved productivity.

Other benefits that Apprenticeships contribute to your organisation include:

• 90% of Apprentices stay on in their place of work after completing an Apprenticeship.

• There’s a wide selection of Apprenticeships available, covering lots of different job roles.

• You can adapt the training your Apprentice receives according to the needs of your  
organisation.

• An Apprenticeship allows you to diversify and freshen up your workforce.

• You can employ an Apprentice who’s aged 16 up to any age and from any background.

• Encourage career progression. 

• Motivate workforce.
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The Basics
• Apprentices must be aged 16 or over - 

there is no upper age limit for   
Apprenticeship training.

• Apprenticeship must provide a genuine 
job.

• Apprentices can be new or current              
employees.

 
• As the employer, you are responsible 

for paying your Apprentice’s wage and 
giving them their contract of  
employment. You must pay   
Apprentices at least the Apprentice 
wage rate. Please see further   
information on Contracts of   
Employment on page 14.

• You must offer Apprentices the same         
conditions as other employees working 
at similar grades or similar roles. This 
includes: - Paid Holidays - Sick Pay - 
Any benefits you offer such as childcare 
voucher schemes - Any support you 
offer such as coaching or mentoring.

• You must pay your Apprentice for time 
spent training or studying for their  
Apprenticeship, whether while at work 
or at a college or training organisation. 
Please see further information on Off 
The Job Training on page 09.

• Apprenticeships must last for at least 
the required timeline for the standard.
They can last up to 5 years depending 
on the standard and level the   
Apprentice is studying.

• Apprentices must be employed in a real 
job that gives them the opportunity to 
gain the knowledge and skills they need 
to work in a particular industry and to 
pass their End Point Assessment (EPA). 
Please see further information on End 
Point Assessments on page 11.

• Apprentices must work towards an 
approved Apprenticeship standard or 
framework. Please see further   
information on Frameworks and  
Standards on page 11.

• You must sign an Apprenticeship  
agreement with your Apprentice.  
Please see further information on   
Apprenticeship Agreements on page 15.

• You must also sign a commitment 
statement with your Apprentice and the 
training organisation. Please see further 
information on Commitment   
Statements on page 15.

• A comprehensive Health & Safety  
induction should take place, as well as 
any Health & Safety training specific to 
your sector or organisation. Please see 
Health & Safety on page 18. You must 
provide a mentor to facilitate and coach 
the Apprentice through their learner 
journey.
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Mentor - SPOC
(Specific Person of Contact)
Regular contact with Apprentices by the specialist tutors is critical and the  
frequency and conduct of sessions should be mandated to ensure that is 
effective. Such interactions should take account of the learning  
programmes as well as welfare and safeguarding requirements.

This should be a dialogue between specialist tutors and an 
employer’s designated contact, often referred to as the  
employer single point of contact (SPOC).

TTI Apprenticeships requires each employer to choose 
a SPOC at each workplace. The designated SPOC 
can liaise directly with our safeguarding team / 
learner welfare and management when required 
and will be required to complete online learning 
to raise their knowledge of the prevent duty. 

It is important to remember that Apprentices 
are often young people who are making the 
transition into working adults. It is helpful for 
them to have access to someone who they 
can talk to about their issues, which may be 
personal issues that could have a negative  
impact on their Apprenticeship journey.  
Making a difference as a mentor / SPOC helps 
to facilitate and guide the Apprentice to their 
end point assessment inn a tripartite   
partnership.

Your Role as an Employer
• Highlight opportunities for the Apprentice to 

learn new knowledge, skills and behaviours to 
demonstrate competence and knowledge.

• Provide a Mentor/ SPOC to support, mentor and 
coach the Apprentice.

• Meet with the Specialist tutor and the Apprentice to review  
progress.

• Witness Apprentice performance and authenticating evidence.

• Release Apprentice for 20% off the job (protected study time).
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Support From 
TTI Apprenticeships

Please visit the Commitment Statement that you should have 
received regarding commitment from you (the employer), the 
Apprentice and us (the provider). For more information, contact 
01827 2161717.

TTI Apprenticeships will support you and your Apprentice 
throughout their Apprenticeship programme from initial 
recruitment to completion. This will mean you will come in 
contact with 3 key teams in TTI Apprenticeships;

A.  (BDOs)

This team supports you in the recruitment process 
of your Apprentices. Their role is to advise you 
on how you can advertise and recruit for your 
Apprenticeship vacancy, to match candidates 
to your Apprenticeship vacancies and   
forward on applications or CVs, to arrange 
the interviews and to organise the start of 
your successful candidates.

Special ist  Tutors 

This team is responsible for training the  
Apprentices and assessing them for their  
qualifications. They will contact you to 
arrange a visit and discuss their role. They 
will deliver the day-release training in  
College, unless otherwise agreed on a  
different site, and be involved in assessing 
the components of the Apprenticeship by 
assessment visits to the workplace. All visits 
will be agreed with you in advance. 

B. Apprenticeships Co-ordinators

Their role is to ensure Apprentices are attending TTI 
Apprenticeships and work, as required, and  
providing or signposting them for support to ensure 
they are making good progress in their learning. They can 
assist with issues around attendance at work, but 
Apprentices should also be subject to your internal processes 
just like any other employee. The contact details for these teams 
can be found in the ‘start letter’ which you will be sent once you 
have offered a candidate an Apprenticeship. If you need to 
contact a tutor, please be aware they may be teaching and 
cannot always take calls, please use email where possible.



Additional Learning 
Support

TTI Apprenticeships is committed to supporting 
individuals with disabilities and learning difficulties, and 
any other support needs, and has a team of staff who
will work with individuals to give appropriate support 
where necessary. The support team will work in liaison 
with the BDO, Learning Coach and tutors to ensure 
additional support provided contributes to helping 
the individual develop the skills needed to be 
successful in work.

Off-the-job Training

Apprenticeships must involve at least 20% 
off-the-job training. This 20% off-the-job 
training requirement is measured over 
the course of an Apprenticeship. It is 
measured based on the total contract 
hours of the Apprentice (taking into 
account paid holiday entitlement). So 
for example an Apprentice working a 
37.5 hour week on a 12 month 
Apprenticeship would be calculated as 
follows:

• Yearly Contracted Hours: 1950.

• Yearly Contracted Hours minus 5.6 
week statutory holiday entitlement: 
1740 hours.

• 20% off-the-job requirement: 348 
hours.

• Average Monthly off-the-job requirement: 
29 hours.

The off-the-job training is an essential part of an  
Apprenticeship and therefore must take place during 
employed time. If training must on odd occasions take 
place in an evening, or outside of contracted hours, this 
must be recognised, for example, through time off in 
lieu.

Training undertaken outside paid employment (and 
therefore outside of the Apprenticeship) cannot be 
counted towards meeting the 20% requirement.

TTI Apprenticeships |  Page 8
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In addition, the Apprentices may have to study for Functional Skills qualifications in English and 
Maths, and in some cases, IT. If the Apprentice has already achieved the required standard for their 
Apprenticeship, then they may be exempt, but this will be confirmed on enrolment.

Levels of Apprenticeship

Apprenticeships have equivalent educational levels. The appropriate level will depend on the  
complexity of the role the Apprentice is undertaking and the level of responsibility they are given 
in the workplace.
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Changes from frameworks 
to standards

Apprenticeship standards are replacing the 
current frameworks in England. it is   
expected that there will be 600-800 new  
Apprenticeship standards, compared to the 
framework provision that was around 270 
frameworks. Each occupational sector will 
have its own new standard linked to a   
specific level of delivery. Standards are   
different to frameworks; they combine on and 
off the job training with leaning and 
development, functional skills are still  
included as required. The standard has a 
different outcome point through end point 
assessment. Evert standard has an EPA – End 
point assessment, which tests skills, knowl-
edge and behaviours of Apprentices before 
certifying them as occupationally competent. 
The employee (learner), employer and train-
ing provider device on the best independent 
organisation to carry out the EPA.

The independent organisation (EPAO) will be 
subject specialists equipped to administer the 
processes to ensure a smooth transition  
between the delivery and the end assessment.

The process is known as the Assessment 
Gateway.

End Point Assessment

The purpose of the End Point Assessment (EPA) 
is to test that an Apprentice is fully capable of 
doing their job before they receive their  
Apprenticeship certificate. It also helps to 
demonstrate that what an Apprentice has 
learned can be applied in the real world. The 
End Point Assessment Organisation is selected 
by the employer. TTI Apprenticeships will offer 
you impartial advice on the most suitable EPAO.

• EPA is separate to any qualifications or other 
assessment that the Apprentice may  
undertake during the on-programme stage 
of the Apprenticeship.

• At the end of an Apprenticeship, the  
Apprentice will go through a ‘gateway’  
process where they are signed-off by their 
employer as ready for a final assessment of 
their knowledge and practical capabilities.

• The assessment will be graded (in most  
cases) and the Independent Assessment  
Organisation (IAO) and assessor must be 
independent of, and separate from, the 
training provided by the provider and  
employer.

We value your input and reviews are an ideal 
opportunity to formally update the Apprentice 
on their progress and plan. Please try to provide 
feedback which clearly highlights the areas they 
are performing well in and areas they need to 
improve. In our experience this feedback  
process can have a significant effect on the 
success of an Apprenticeship.
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How will the Apprenticeship levy affect you?

The government set up the levied provisions
to support the training and development within 
their businesses, with the levy in place, 
companies are utilising the levy to develop 
internal existingemployees and supporting the  
development of the new Apprentices entering 
the market place. The Apprenticeship levy is 
based on the following principles: 

Do I have to pay the levy?

If you are an employer based in England, and 
have a UK paybill of over £3m, you will be 
required to pay a set rate of 0.5% based on 
your full UK payroll bill.

Is there a time limit to use the levy?

You have 24 months before apprenticeship levy 
funds expire, on a rolling basis, in your ‘Digital 
Apprenticeship Service’ (DAS) account.

Can I access apprenticeship funding, even if my 
business doesn’t pay into the levy?

If you are a non-levy payer, you can still hire an 
apprentice, but you will instead share the cost 
through government-employer ‘co-investment’. 
You will only pay 5% towards the cost of the 
apprenticeship, with the remaining 95% being 
paid for by the government up to the funding 
band maximum for that programme.

Levy
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Non-Levy
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The process for accessing Apprentice funding 
for English Apprentices has changed this year  
from 1st August 2020 and all employers will 
need to have a digital account set up. If you 
haven’t already done this please contact 
info@ttiapprenticeships.co.uk by email and we 
will assist with setting up your account. Or refer 
to our online guide under employer section of 
the website.

As an employer who doesn’t pay the  
Apprenticeship levy, you will need to pay the 
training provider directly for training your 
Apprentices. You pay 5% towards the cost 
of training and assessing your Apprentice. 
The government will pay the rest (95%) up to 
the funding band maximum. They’ll pay the 
funds directly to the training provider.

An incentive payment of £1000 is available 
to any employer taking on an Apprentice 
aged 16-18 (or aged 19-24 with an Education 
Health and Care plan or care leaver). 
Payments are made via the training provider 
and passed on to the  employer: £500 after 
month three and £500 after month twelve.

If you are a small business (with fewer than 
50 employees) there will be no cost to you 
for training an Apprentice aged 16-18 (or 
aged 19-24 with an Education Health and 
Care plan or care leaver).

If your business has more than 50 
employees you will pay only 5% of the 
training costs of each Apprentice. Businesses 
of this size pay for all ages, with no remission 
available for 16-18 year olds.

Employers of Apprentices under the age of 
25 do not pay secondary Class 1 (employer) 
National Insurance contributions for their 
Apprentice.

mailto: info@ttiapprenticeships.co.uk
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Contracts of Employment/
Apprenticeship Agreement

Contracts of Employment

All employees have an employment contract 
with their employer. A contract is an 
agreement that sets out an employees:

• Employment Conditions
• Rights
• Responsibilities
• Duties

A contract ‘starts’ as soon as an offer of 
employment is accepted.

Most employees are legally entitled to a 
Written Statement of the main terms and 
conditions of employment within two 
calendar months of starting work. This 
should include details of things like pay, 
holidays and working hours. Further 
information about Written Statements and 
Contracts of Employment can be found 
on the gov.uk website at:

www.gov.uk/employment-con-
tracts-and-conditions

http://www.gov.uk/employment-contracts-and-conditions 
http://www.gov.uk/employment-contracts-and-conditions 
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What is an Apprenticeship 
Agreement?

You must sign an Apprenticeship agreement 
with your Apprentice. This gives details of what 
you agree to do for the Apprentice, including:

• How long you’ll employ them for.

• The training you’ll give them.

• Their working conditions.

• The qualifications they are working  
towards.

You can write your own Apprentice 
Agreement or download an 
Apprenticeship Agreement template at:  
www.gov.uk/government/publications/Ap-
prenticeship-agreementtemplate

What is a commitment  
statement?

You must also sign a commitment statement 
with your Apprentice and the training  
organisation. It must include:

• The planned content and schedule for 
training.

• What is expected and offered by the  
employer, the training organisation and the 
Apprentice.

• How to resolve queries or complaints.

Paid Holidays

Within the Contract / Apprenticeship 
Agreement the number of paid days holiday 
a year should be detailed. All Apprentices 
are covered by the same national legislation 
on paid holidays as other staff. The current 
legislation entitles all staff working 5 days 
per week to 28 paid holidays per year, or 
pro-rata if they work less. This includes bank 
and public holidays.

http://www.gov.uk/government/publications/Apprenticeship-agreementtemplate
http://www.gov.uk/government/publications/Apprenticeship-agreementtemplate
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egislation for Under 18’s

Every employer employing a 16-18 
year old is legally obliged to carry out a risk 

assessment into the additional health and safety 
risks employing a young, inexperienced person brings 
to the workplace. This is a relatively straight forward 

process and you may have already completed one if you 
have previously employed someone of this age. If not, a risk 
assessment needs developing for this purpose, there is some 

useful support available on the internet from the Health & Safety 
Executive (HSE), please see:-

Information on how to put together a risk assessment - 

www.hse.gov.uk/pubns/indg163.pdf 

Information on employing a young person -
www.hse.gov.uk/pubns/indg364.pdf

This risk assessment should be completed before the 
employment commences, for further advice please 

see our contacts section at the end.
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Apprentices like all your other 
employees are subject to a range of 

legislation covering areas such as 
Employment Law, Health and Safety 
Legislation and Equality Legislation. 
Apprentices should be treated the 

same as all other employees in 
relation to this legislation where the 

legal responsibility lies with the 
employer. There are 3 specific pieces 

of legislation which apply to 
Apprentices that may not apply to 

other employees. These are:

http://www.hse.gov.uk/pubns/indg163.pdf  
http://www.hse.gov.uk/pubns/indg364.pdf 
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egislation for Under 18’s
There is legislation in 

place which limits the working 
hours of young people under 18 years of 

age. The Direct.gov government run website 
currently advises the following on this issue; 

A young worker cannot usually be made to work more than 
eight hours per day or 40 hours per week. These hours cannot be 
averaged over a longer period and you are not allowed to ignore 

these restrictions.

They will only be able to work longer hours if you either need to:

• Keep the continuity of service or production.
• Respond to a surge in demand for a service or product and provided 

that:
• There is no adult available to do the work.

• Their training needs are not negatively affected.

These restrictions only apply to those under 18, 
Apprentices aged 18 or over can be required to work longer 

hours providing they are paid. The working hours 
should be discussed and agreed with the applicant 

before commencing with any 
Apprenticeship.

TTI Apprenticeships |  Page 16 

The government has created a 
national minimum wage for 

Apprentices, which only applies to 
this group of employees. If they wish, 

employers can pay more than this 
rate. In our experience, offering an 
Apprentice small pay rises linked 
to specific achievements during

training, is an option worth 
considering. For Apprentices 

aged 19 years or over, the national 
minimum wage for an Apprentice 
only applies during the first year.
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Health & Safety

When dealing with Apprentices this topic 
needs a little further consideration than when 
dealing with other new employees with 
previous work experience as the risk 
assessment indicates. Some Apprentices are 
school-leavers so their knowledge/experience 
of workplace Health & Safety requirements 
may be minimal or non-existent. Just like 
other employees the legal responsibilities for 
this issue lie with their employer. TTI 
Apprenticeships will look at this topic as 
part of the Apprentices training 
programme but employers should plan 
to address this from the Apprentices first 
day at work.

To help, we have provided a Health &  
Safety Induction Training checklist on 
page 27 which we would ask you to 
cover with the Apprentice from day 
one. We will review this with you at 
the first tutor visit and retain a copy at 
TTI Apprenticeships.

You are likely to have your own 
procedures in place for 
Health & Safety induction training, 
please use our checklist alongside 
your normal working practices.

We would encourage employers to clearly 
communicate to Apprentices the 
importance of this topic and to outline the 
sanctions that would apply if they failed to 
follow your  procedures and instructions. A 
good rule of thumb is to tell Apprentices that 
if they are in any way uncertain about a Health 
& Safety issue, to stop and check rather than 
take risks.

For larger organisations, we would ask that 
you ensure that the Apprentice has a “work-
place” induction within the area they will be 
working as well as a general induction in to 
the organisation.
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Speak Up, Stay Safe

Both employers and young 
employees can access useful advice 
from this British Safety Council 
campaign which aims to put young 
people and confident communication at 
the heart of good health and safety. 

Please follow this link :
www.britsafe.org/speakupstaysafe

http://www.britsafe.org/speakupstaysafe 


Safeguarding Reviews

Where Apprentices are under 18 years of age, 
we would encourage employers to look at the 
issue of Safeguarding. Safeguarding is the 
process of minimising the risk that young 
people are subject to including bullying or 
abuse in the workplace.

Although safeguarding is an important issue 
for all employees, irrespective of their age, we 
would encourage employers to look at 
safeguarding of young people (16-18) or 
vulnerable adults further.

Issues with safeguarding are not 
commonplace and there are no requirements 
to carry out DBS (Disclosure and Barring 
Service) checks on staff because you are 
employing a young person. However, there 
are some simple things employers can do to 
minimise the risk including:

1. Providing a named person within the 
organisation that the Apprentice should 
contact if there are any issues in this area and 
showing them who and where this person is.

2. Where further advice or support is needed - 
contact our Safeguarding Team in TTI 
Apprenticeships (see Contacts section on 
page 24).

3. If concerns are raised - investigate them 
further and notify TTI Apprenticeships 
Safeguarding Team.
safe@thetraininginitiative.co.uk

Simple practical steps such as these should 
help in minimising any risks without requiring 
any significant new processes or procedures.
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mailto:safe@thetraininginitiative.co.uk 
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Reviews

Every Apprentice in TTI 
Apprenticeships will go through a
formal review of their progress at least 
every 12 weeks or more frequently if 
required. The purpose of this review is to 
look at their progress both in TTI 
Apprenticeships and in work. A member of 
your organisation will be asked to 
participate in the review process using TTI 
Apprenticeships E-Portfolio System Onefile.

Onefile E-Portfolio is an online learning 
platform used by TTI Apprenticeships that 
brings training and assessment together in 
one place. Onefile can be used to track and 
monitor all types of work-based
training. You will be able to remotely log 
in and monitor your Apprentice’s progress, 
send online feedback and read and 
contribute to your Apprentice’s reviews.
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Fundamental British Values

British values are of paramount importance to 
us. We see British values as underpinning what 
it is to be a citizen in a modern and diverse 
Great Britain.

The five-part definition of 
British values are as 
follows:

• Democracy

• The rule of Law

• Individual liberty

• Mutual Respect

• Tolerance of different faiths and beliefs

With these values in mind, at TTI 
Apprenticeships we aim to:

• Help students to become valuable and 
rounded members of society who treat 
others with respect and tolerance, regardless 
of background.

• Promote to students the basic British values 
of democracy, the rule of law, individual liberty 
and mutual respect and tolerance for those of 
different beliefs and faiths.

• Ensure young people understand the 
importance of respect and leave TTI 
Apprenticeships fully prepared for life in 
modern Britain.

• Celebrate difference and promote diversity.

• Encourage an understanding of the 
difficulties other cultures face where such 
values are not respected.

Therefore, 
TTI Apprenticeships:

• Minimises the risk of exposure to bullying, 
grooming, radicalisation or abuse to learners 
through the use of technology including the 
internet or other means.

• Has well-developed strategies in place to 
keep learners safe and to support them to 
develop their own understanding of these 
risks and in learning how to keep themselves 
and others safe.

• Oversees the safe use of technology and 
takes action immediately if we are concerned.

• Encourages any learners who do not feel 
safe in college or see anything that they feel 
may pose a risk or threat, to report this 
immediately with the knowledge that their 
complaint will be investigated thoroughly and 
with the utmost confidentiality.
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The Prevent Strategy

Everyone has a right to live in a safe and welcoming 
neighbourhood where they feel they belong. The 
Government’s Prevent Strategy is designed to 
expose the ideology that sanctions and 
encourages division, hatred and indiscriminate 
violence by a very small minority against society as 
a whole.

The Prevent Strategy has five key strands aimed at 
addressing these causal factors and in support of 
the overall aim of stopping people becoming or 
supporting terrorists or violent extremists:

1. Challenging the violent extremist ideology 
and supporting mainstream voices;

2. Disrupting those who promote violent 
extremism and supporting the institutions 
where they are active;

3. Supporting individuals who are being 
targeted and recruited to the cause of 
violent extremism;

4. Increasing the resilience of communities 
to violent extremism; and addressing the 
grievances that ideologues are exploiting.

To support the Prevent Strategy, TTI   
Apprenticeships, alongside other partners 
such as local employers, has a critical role in 
preventing violent extremism, including 
recognition of any signs that a student may be 
at risk, or is a risk to others. Employers under-
stand the local context and are in a unique position 
of being part of the local communities where we 
share the responsibility of rejecting and condemn-
ing all forms of violence.

If you have any concerns about the welfare of an 
Apprentice or student on work experience, you can 
contact the College Safeguarding Team for advice 
on all matters relating to the Prevent strategy. The 
contact for the Safeguarding Team can be found 
at the back of this Employer Handbook under TTI 
Apprenticeships Contacts.
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There are a variety of options to consider including:

1. Progressing to a higher-level Apprenticeship with  support 
from TTI Apprenticeships. This transition depends upon their 
role and responsibilities within the organisation and their 
ability to meet the demands of the higher qualifications. 
Please discuss the feasibility of this option with TTI 
Apprenticeships tutor/assessor before the 
Apprenticeship has been completed. They will be 
able to advise you and the Apprentice on this 
option. This option enables the Apprentice to 
receive further training in additional skills and 
enables your organisation to train them in a 
broader role with higher level skills.
 
2. Becoming an employee. If a suitable 
vacancy or opportunity arises you can 
employ an Apprentice at the end of their 
Apprenticeship. They would be employed 
like any other member of staff on a new 
contract of employment and would then be  
entitled to the national minimum wage for 
their age group, as a minimum.

3. Leaving your organisation. If the two 
options detailed above are not possible at 
the end of the Apprenticeship then you, the 
Apprentice and the tutor/assessor will need 
to set a date for them to leave the 
organisation once the Apprenticeship is 
completed. It is not possible to continue to 
employ them as an Apprentice once they have 
completed their framework. 

4. Progressing into further education and training. 
For more information visit www.ttiapprenticeships.
co.uk.

We hope that you will continue to support them as they 
look to progress both by providing employer references and 
making them aware of any suitable vacancies you may come 
across, as well as allowing time off work for interviews. Your key 
contact for advice on these options is TTI Apprenticeships specialist 
tutor who will be your main contact as the Apprenticeship progresses.

Options once the 
Apprenticeship has been 
completed

http://www.ttiapprenticeships.co.uk
http://www.ttiapprenticeships.co.uk
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Health and Safety 
Safeguarding
Apprenticeships

Chris Gowlett
Chris Gowlett
Janie Hewitt

01827 216 171
01827 216 171
01827 216 171

chris@thetraininginitiative.co.uk
safe@thetraininginitiative.co.uk
janie@thetraininginitiative.co.uk

AREA CONTACT PHONE E-MAIL

TOPIC WEB ADDRESS

Apprenticeship - Overview And Guidance 
From The National Apprenticeship Service

Institue For Apprenticeships And Technical 
Eduction

TTI Apprenticeships Website

Health and Safety Executive

Wages And Working Hours - Goverment 

https:// www.apprenticeships.gov.uk

https://www.instituteforapprenticeships.org/

https://www.ttiappprenticeships.co.uk

https://www.hse.gov.uk

https://www.direct.gov.uk

Adjusting to the Workplace

Particularly with younger Apprentices, this may be their first experience of the 
workplace. All they have known up to this point may be school. We can all remember 
our first day at work and how adjusting to the culture and demands can be daunting. 

Adjusting to the workplace may take a short while. Expect a period of adjustment, 
expect some mistakes, and expect to need to remind them occasionally of the 

requirements of employment. If you need advice from TTI Apprenticeships please 
speak to the contacts listed above – we are here to help.

Contacts at TTI Apprenticeships

Useful internet sources for information

HTTPS:// WWW.ApprenticeshipS.GOV.UK 
HTTPS://WWW.INSTITUTEFORApprenticeshipS.ORG/ 
HTTPS://WWW.TTIAPPPRENTICESHIPS.CO.UK 
HTTPS://WWW.HSE.GOV.UK 
HTTPS://WWW.DIRECT.GOV.UK
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Induction Checklist

In our experience, the early stages of an Apprenticeship will have a significant impact on its 
success. Below are some simple tips we can pass on which we hope you will find useful.

 A. Prepare in advance for their arrival, having some form of structured induction for the role.   
 This will improve the situation for all involved.

 B. Make them feel part of your team. Have a small starter pack ready which could include ID  
 badges, IT log-in, uniform/safety clothing, staff handbook etc.

 C. Show them where the facilities are, toilets, canteen etc and what the normal 
 arrangements for breaks and lunch are.

 D. Identify and let them know who their manager will be and who to talk to if they have any  
 questions.

 E. Cover the Health & Safety essentials, see checklist.

 F. Explain the procedures for contacting you if they are absent due to illness.

 G. Explain the process of booking holidays and what their holiday entitlement is.

 H. Explain to them any standards of dress/behaviour and how to introduce themselves if  
 they need to answer a phone or speak to customers/clients.

 I. Give them an overview of the organisation at a simple level, which teams do what.

 J. Explain the expectations in terms of attendance and timekeeping and how this will be  
 monitored.

 K. Explain how and when they will be paid and who to approach if there are any issues.

 L. Explain who to contact if they have any issues with other staff (see Safeguarding on 
 page 20).

 M. Start with simple duties and tasks which are not crucial if they make mistakes.

 N. Provide some variation in their duties over the early periods so they learn a range of skills  
 and retain interest and motivation.

 O. Give them feedback. They need it perhaps more regularly than you would have thought;  
 focus on positives as well as areas for improvement.

 P. Praise them is they do well, it really has a positive impact on confidence and their 
 capacity to take on  more.

 Q. Ask them how they feel things are going and if they have any questions.




