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Employer Pack 





Outline

· Apprenticeships – Background and general info

· Your role and how you can assist your employee to maximise their learning programme
· Formal Review Process

· Test and Training Seminars

· Booking Appointments

Apprenticeships (some background)

The beauty of the Apprenticeship programme is that it offers the opportunity to gain a varied and substantial qualification whilst they are working and the majority of assessment activity especially the NVQ, is assessed in the workplace with a minimum of disruption to daily duties. Each apprenticeship follows a generic pattern and typically consists of the following components:

· NVQ (National Vocational Qualification)

· Key Skills Units (e.g. Application of Number, Communication)

· Technical Certificate (broad understanding of the area of work) 
· Employee Rights and Responsibilities Workbook

The standards required for all Apprenticeships are set nationally by organisations called Sector Skills Councils (SSCs), which consist of employers and experts in your industry who have decided the qualifications and skills required for your sector. This gives you the reassurance as an employer that your employee is meeting national standards whilst completing the qualification, often including issues and legislation relevant to your sector. 

The assessment process

The apprentice, your employee, will be allocated an assessor for the duration of their programme to assist them in building their portfolio and to judge where the performance and related evidence meets the standards. Their assessor will visit them, on average, every two weeks, and during each visit the assessor will collect evidence for the apprentice’s portfolio, give them feedback on what they’ve covered during the assessment and agree a plan for the next visit.

During the apprenticeship programme the assessor will also be available to offer guidance and advice on the Key Skills assignments and any other areas that the apprentice feels may be of use to them.

We also conduct initial assessments at the induction stage of the apprenticeship and should this raise any specific development needs, such as numeracy or literacy training for the Key Skills tests, this support will be provided by a basic skills tutor.

How you can assist your employee

During the apprenticeship, each apprentice has an appointed workplace supervisor (normally their line manager), who will be involved in reviewing the success of the scheme and the progress of the apprentice throughout the course. The assessor will also keep you updated at the end of every visit and will ask you to sign the feedback and action plan sheet, which ensures that you as an employer are kept constantly abreast of events.

The most likely way in which you as an employer and supervisor can help your employee is in offering your experience and knowledge in the time between assessor’s visits. In collecting and preparing evidence for each visit they may come across certain parts of the standards that they would appreciate advice on; we have found that when supervisors have assisted in this way it has had a really positive effect on the entire process. 

Monthly Reviews

Throughout the course of the apprenticeship we conduct reviews to establish how the apprentice and you as an employer are finding the programme and if there are any specific development needs that we can help to address.

We also conduct a separate satisfaction questionnaire to gain feedback on the quality of our overall service and the programme via a telephone call.

Tests and Training Seminars

To achieve their apprenticeship, trainees normally need to take three external tests.   These tests are either 1 or 2 hours long so they won’t take the apprentice away from their normal work duties for too long. We appreciate your assistance in allowing your employees to sit these tests and in return we give you a month’s notice so that you can plan your resources, and give the trainee a range of times at which they can sit the tests.

If you have any questions regarding the Apprenticeship or your contribution in the programme please give us at Jobwise a call on 020 7690 5000 and speak to James Pearson 
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