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1 General Principles 
 
The University of South Wales prides itself on being the University of choice in Wales and 
beyond for students, apprentices, organisations and communities who value vocationally-
focused education and applied research which provides solutions to problems that effect society 
and the economy. External Engagement is key to the success of USW, and staff at all levels are 
expected to participate in activities to promote the University and to meet the needs of our 
employer partners and stakeholders.  The USW Institutional Vision outlined in the Degree 
Apprenticeship Strategy, underpins the purpose of employer engagement to ensure that 
apprenticeships are accessible in partnership with employers and ‘act as a catalyst for skills, 
economic growth and justice’. 
 
Our ‘Creating Connections - Action Plan for Engagement’ outlines our commitment to external 
engagement, which focuses on the integration of our education and research offer with 
collaborative partner needs; working together to develop and deliver innovative solutions to 
shared social and economic needs, strengthening local economies and communities by 
developing and mobilising their collective talents and knowledge to create better futures for all. 
The concept threads through the ‘three pillars’ of USW’s strategy:  

1. teaching and learning 
2. research 
3. innovation and engagement. 

 
Our stakeholders, employers, students and apprentices are attracted to USW for the 
opportunities we provide for them to participate and learn within multidisciplinary and multi-
partner ‘real world’ challenges. We equip them to build their careers in the emerging services 
and practices that they will already have been engaged with. USW is a hub for collaborative 
learning and development across the region and beyond, embracing other HE and FE 
providers, schools and colleges, employers and professional bodies to support our communities 
and the civic engagement agenda. Key to all Employer-University relationships is a partnership 
approach to delivery ensuring: 
 
 Trust in the partners who make up the engagement 
 The activity results in benefits for all partners involved 
 Professionalism and integrity 
 Focus on a clear purpose and vision. 
 
 
2 Employer Engagement 
 
Programme co-creation with employers is key to ensure the needs of industry are met, including 
co-creation of learning interventions in line with current and up to date practice, methods and 
research.  This should be achieved through a variety of methods.   
 
2.1 Industry Groups 
At Institution level, Course leaders should engage with relevant industry groups to research the 
current challenges facing the industry and gain input into curriculum planning. The External 
Engagement Manager for each Faculty will be able to provide information on key employer and 
stakeholder contacts. 
 
2.2 Faculty Advisory Committee  
If the solution is more localised to subject area or geographical priority, the Faculty Advisory 
Committee should be approached through the Dean of Faculty. The Faculty Advisory 
Committee is made up of local and national employers, and advises on curriculum development 
across each Faculty. 
 
 
 



2.3 Wider Engagement   
Professional, Statutory and Regulatory Body (PSRB) engagement is a critical success factor in 
ensuring that an apprenticeship scheme is effective and meets employers and industry need. 
Professional bodies carry out extensive research and in many cases will have been part of the 
standards setting and evolution.  Engagement and advice with the relevant professional bodies 
should be sought at the feasibility stage of any development. 
 
2.4 Continuous Engagement  
Engagement with stakeholders and advisors should be a continuous loop of feedback and 
reactive improvement to the apprenticeship programme of learning. This feeds in to the USW 
continuous monitoring approach. This ensures the relevance and effectiveness of the 
programme is maintained. This should include how coaches and mentors are being maximised 
& supported where relevant.  Evaluation on the process of applying coaching and mentoring 
and its effectiveness should be gained and monitored. 
 
 
3 Relationship Management  
 
USW take a partnership approach to working with employers, leading to a greater understanding 
of their skills, training and workforce development needs.  The relationship management will 
default to the Course leader, with support from the Strategic Implementation Manager 
(Apprenticeships).   The Course leader (as designated Relationship Manager) will have regular 
contact with employers and all stakeholders and will be responsible for: 

 overseeing the direction of the apprenticeship programme of learning 

 providing an appropriate level of support to the apprentices on programme 

 providing adequate feedback to stakeholders as agreed with the employer 

 co-ordinating the activities of the various experts used  

 ensuring compliance with employers procedures relating to contract and document control 

 ensuring that delivery of programmes exceeds expectations of the client 

 maintaining a quality provision for delivery of the contract and courses 

 Continuous Improvement through USW’s continuous monitoring approach. 
 
The Course leader will be the main point of liaison with the employer on matters relating to 
programme content and delivery and will be responsible for escalation of complaints when 
required (as detailed in the Apprenticeship Employer Complaints process under Policies 

and Procedures at:  https://www.southwales.ac.uk/degree-apprenticeships/), agreeing methods of 

communication and dealing with any issues raised. All relevant partnership information will be 
held electronically on a secure file management system. Contractual information will be outlined 
in the Memorandum of Co-operation (Delivery of Apprenticeship Programmes), and the 
Commitment Statement will summarise the schedule, roles and responsibilities, and funding 
that supports the successful delivery of the apprenticeship. 
 
The Employer Review in Annex A should be completed for all new Apprenticeship interaction 
with an Employer. This will capture Contact and Company Information; Training Needs 
Analysis; Employer Commitments and Our Service; Initial Employer Specification; Employer 
Declaration (Intent and Eligibility). 
 
 
4 Programme Development  
 
On seeking internal approval to deliver an Apprenticeship, the Course Leader must develop a 
scoping plan outlining the Standard to be offered, the target sector (with supporting narrative on 
sector/employer need), and a marketing plan for the promotion of the provision to the target 
sector. The plan will encompass the scheme of work and the learner journey for each standard. 
Once consideration has been given to the above and the course leader is satisfied that the case 
for the need and the market is sound, the plan will be submitted to the Faculty Quality 
Assurance Committee Portfolio Review Group (or equivalent) for approval as a course 
proposal.  This will then progress to the University’s Portfolio Oversight Group (POG) for 
approval as part of the University’s standard process for course approval. 
 

https://www.southwales.ac.uk/degree-apprenticeships/


On approval by the Portfolio Oversight Group, the apprenticeship scheme will then be 
developed for course approval.  All learning outcomes will be cross referenced to the 
Apprenticeship standards, and will include initial assessment information, entry criteria such as 
numeracy and literacy levels attained, on the job and off the job schemes of work, gateways 
and end of point assessments. If external accreditation by a PSRB is required, details of how 
this will be achieved should be included in the validation document. Market research will be 
carried out to consider sector need; modes of delivery for off-the-job training; on-the-job 
assessments; location of delivery; qualification outcome; return on investment. 
 
Programme development will be a process of co-creation with employers to ensure: the benefits 
of the programme are impactful; the Learner Journey is engaging and challenging; effective 
support mechanisms such as mentoring are provided; benchmarking and evaluations are 
carried out; programmes are flexible to meet employer and apprentice needs; legacy, in terms 
of continuing professional development and learning support. 
 
 
5       Marketing and Promotion 

All Apprenticeship provision and opportunities will have a detailed marketing plan, which will be 
developed at programme scoping stage, informing programme approval. 
 
During the programme development process, detail should be provided on engagement of 
employers/target sector. Where possible existing networks and advertising opportunities should 
be maximised, to include: 

 Publishing on the Find Apprenticeship Training portal and ESFA course directory  

 Inclusion on the USW website and search engine optimisation for effective indexing (e.g. 
Google) of content and web links. 

 Promotion to industry groups already engaged with the university  

 Promotion at appropriate exhibitions and/or keynote involvement at national, local 
(partner) and USW-led events and conferences. 

 Specific marketing to target audience 

 Digital marketing in trade sites and sector specific publications 

 Outreach campaigns to our existing customer sales networks England-wide. 

 Content (print & digital), social media and email campaigns.  
 
All marketing materials should include: 

 The expectations of apprentice and employer  

 The qualification and occupational route – Standard and Indicative content  

 Qualification & outcomes to be attained 

 Mode of delivery and location of delivery 

 Cost and funding/pricing options available 
 
 
6 Continuous Improvement, Evaluation and Impact 
 
In line with the University’s Continuous Monitoring procedures and our student/apprentice 
feedback procedures, Employer and Apprentice Liaison Group (‘EALG’) meetings will be held 
three times per year, and programme feedback is evaluated via the online feedback system 
‘LOOP’. Apprentice representatives will be elected by the apprentice scheme group to attend 
the Student/Staff Course Liaison Group (SSCLG) meetings. Feedback will be reviewed by the 
course leader, and summarised in regular reports to the Academic Manager and the 
apprenticeship delivery team; this will be discussed at contract review meetings with the 
employer and will form part of the evidence base from which the Course Leader will draw to 
develop the ongoing narrative and action planning which are key features in the continuous 
monitoring process. Feedback obtained will be used to adjust the programme delivery where 
appropriate, and responses to feedback will be provided to apprentices via the “You said, We 
did” section on Unilearn within the USW Intranet and via the Apprentice Representatives. 
 
Apprenticeship routes are subject to a range of additional quality assurance processes. The 
delivery team will prepare a Review Form at appropriate intervals of delivery and the course 

https://findapprenticeshiptraining.apprenticeships.education.gov.uk/


leader will produce a Course Monitoring Report, both of which are reviewed at periodic 
Apprenticeship Review meetings including a Gateway review. The employer representative will 
be invited to the end of year review. All assessment is internally moderated by subject teaching 
staff and externally moderated by a nominated External Examiner (Note: end-point assessment 
is conducted externally to the programme delivery team, with its own external moderation 
process). 
 
The Course Leader will monitor employer engagement of assessors, facilitators and external 
coaches and mentors and ensure that accurate records are maintained and visible to all 
appropriate people involved in the programme delivery. Feedback from all stakeholders will be 
monitored and data collated to evaluate impact and ensure continuous improvement of delivery 
to ensure the needs of the employer and apprentice are met. 
 
 
7 Employer Engagement in Programme Development and Delivery 
 
We work closely with employers to ensure they are engaged as part of a three-way partnership 

between provider, employer and apprentice. Collaboration is encouraged throughout the 

programme with a dialogue established across specific touch points. These include: Induction; 

Employer meetings; Tripartite meetings between USW, Apprentice and Line Manager; Input to 

the apprentice learning journal; Recognition of achievement of the Knowledge, Skills and 

Behaviours as per the Apprenticeship Standard; Development of apprentice assignments to 

contextualize learning; Continued engagement with the Apprenticeship Commitment Statement. 

 
Planning the learner journey and learning content is crucial for success, and the course leader 
will ensure that the programme of learning is developed in close partnership with the employer.  
The learning journey of the apprentice will be co-created to ensure that the needs of the 
employer and the learner are met and exceed expectations.Areas to be discussed include 
methods of delivery for: 

 Initial Assessment 

 Functional skills 

 Off-the-job training and assessment 

 On-the-job training and assessment 

 Gateway assessments 

 End Point Assessment (EPA) 

 Learner Support 

 Communication processes 
 
 

7.1 Initial Assessment 
 
The requirements for initial assessment will be explained and the process agreed to ensure that 
a thorough assessment is completed that will also add value to the employer.  (For example, 
the exercise could be used to help develop a pathway for the employer to improve succession 
planning).  Discussion on learner registration onto the Individualised Learning Record Service 
will be discussed at this point. 
 
 
7.2 Functional Skills 
 
The requirements for the initial assessment of Maths and English standards to be met should 
be discussed and the timescale and mode of delivery should be decided. 
 
 
7.3 Off the job training 
 
Data from the initial assessment will be collated and mapped against the appropriate standards 
to identify skills, knowledge and behaviour gaps.  This will form the basis for the off the job 



training.  The mode of delivery, timescales, assessment methods, will discussed and planned 
into the learning journey. This should include induction. 
 
 
 
7.4 On the Job Training 
 
Using data from the initial assessment, the off the job plan will include assessor visits planned, 
gateways, how standards will be met, forms of assessment. This will be incorporated into the 
learning journey. 
 
 
7.5 Gateway Assessment 
 
There will be an annual review between the employer and the provider to assess the apprentice 
progress with on and off the job learning. 
 
 
7.6 End of Point Assessment 
 
The EPA body will be agreed and informed of expected date. Process and mechanism for 
delivery will be decided. 
 
 
7.7 Learner support 
 
The employer will be informed of all methods of support available to the learner.  This will 
include internal and external mentoring schemes, Personal Academic Coaches (if appropriate 
to the scheme) Internal coaching schemes, assessor support. Individual record plans format will 
be decided and initiated to ensure learners get the appropriate amount of support. Individual 
learning plans (ILP) will be held on the e-portfolio platform and shared with the learner and the 
employer at all stages and reviews. 
 
 
7.8 Communication process 
 
The Relationship Manager will be appointed (default Course Leader) and the communication 
process and requirements will be discussed. This will include but not be limited to: 

 Regularity of reviews between the employer and USW – use of Employer Review 
documentation (Annex A) 

 Complaints and appeals procedures (Apprenticeship Employer Complaints Policy and 
Student Complaints Policy) 

 Management Information on learner progression 

 Tripartite meeting with learner and line manager to review ILP and support 

 Evaluation and impact of programme ( Set benchmarks) 

 Case studies, Learner narrative, celebrating success, promotion of apprenticeship. 
 

The University of South Wales has a central apprenticeship unit, which employers can contact 

with any general enquiries: 

Matthew Wicker, Strategic Implementation Manager (Apprenticeships) 

Email for general communications: uswapprenticeships@southwales.ac.uk 



Annex A 

Employer Review 

Date of TNA  ERN   

Lead   Tel  
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1 . C O N TA C T  &  C O M P A N Y  IN F O R M A T I O N  
 

Contact  

Name   

Role   

Tel  
Mobil

e 
 

Email  

Organisation Information 

Organisation Name   

Address & Postcode   

Postc
ode 
in 
Engla
nd 

☐ 

Site Address & 
Postcode for 
Apprenticeship 
Programme  

 

Postc
ode 
in 
Engla
nd 

☐ 

Main Website  

Company Number   

Parent Company  ☐N/A 
Connected 

Company for Levy 
Purposes 

Y 

☐ 

N 

☐ 

Subsidaries  ☐N/A 

Turnover  
Annual 
Paybill  

Staff Numbers  Annual Paybill Any staff in scope living outside 
England ?  

Y 

☐ 

N 

☐ 
No.  

Reason for Contact / 
Visit  

 
 
 
 
 
 



Current 
Apprenticeship 
Programme  

 

☐Yes ☐ No 

  

Previous 
Engagement 

☐ Our 
Organisation  

☐ Other HEIs ☐ Other FEIs 

Confirm Funding Source and Contribution Model 

Less than 50 staff – 
eligible for 100% 
funding 

Y 

☐ 

N 

☐ 
Evidence 
Provided   

Of average staffing at of 49 or fewer in the 
last 365 days 

Non-Levy Payer 
Y 

☐ 

N 

☐ 
Evidence 
Provided  

Where unclear confirm connected company 
status, paybill less than £3M & staff numbers 
50 + 

Levy Payer 
Y 

☐ 

N 

☐ 
Evidence 
Provided  

Where unclear confirm paybill over £3M & 
staff numbers 50 + 

Levy History  
Monthly levy 
contribution  

£ 
Monthly Levy 
commitments  

£ 

DAS Account In 
Place? 

Y 

☐ 

N 

☐ 
Will we manage their DAS ? 

YES 

☐ 

NO 

☐ 

TBC 

☐ 

DAS Admin Contact 

TBC 

☐ 
Name  

Role Title   
T
e
l 

 

Email   
 

2 . T R A I N IN G  N E E D S  A N A L Y S I S   
 

Current and Past Apprenticeship Activity 

Current or past 
apprenticeships  

Y 

☐ 

N 

☐ 
No. years with 
Apprentices 

 
No. Apprentice 
Starts This Year 

 
Monthly Levy 
/ Funding 
Commitment  

 

Level, volumes, name of apprenticeships, providers, start end dates  

Explain co-funding model where needed 

What is the goal,  
purpose, reason for 
and impact of the 
current apprenticeship 
programme ? 

 

☐N/A 
 
 
 

Other Current 
Programmes   

☐N/A 
 
In-House or External non-apprenticeship training  - Content, qualaification, 
volumes, provider   

  



Future Business & Skills Analysis  

What are the main 
Business goals or priorities 
for Senior & Strategic 
Leaders currently and 
longer-term? 

 E.g. Growth, competition, profitability, stability, culture change, 

restructure, downsizing, expansion, change management, morale?  

 What do you need from / what are the objectives for a potential new skills 

programme?  

 How will its effectiveness be measured? What organisational targets or 

measures do you want to improve or change?  

 How will the impact of investing in a skills programme be visible, what do you 

want to see at an individual level – what could be measured, what would be 

different? 

 

 What does the organisation need from staff in this business context? Which 

new skills will be needed, or need to be developed to greater levels of 

competence or expertise to deliver organisation & people priorities?  

 What are the knowledge, skills, behaviour and experience gaps? How are these 

impacting the organisation, customers, and staff?   

 What other staffing and skills factors are impacting on the organisation e.g. 

Pattern of turnover, recruitment, promotion, demographic profile e.g. aging 

workforce, succession? 

 

 What generated the interest in an apprenticeship / wider skills programme in 

particular?  

 Who, where & how many additional staff are considered in scope for an 

apprenticeship now and why, and which apprenticeships? What does this 

programme need to achieve for these particular staff?  

 Are these existing staff or new recruits  

 

 Why were other options e.g. short courses, full UG degree rejected? 

 What is the benefit of an apprenticeship as the route to meet these identified 

needs? 

 What is the added value of an apprenticeship over other options? 

 Which apprenticeships seem to be in scope for consideration?  

 

 How do people typically learn here – how is training organised? 

 Are there any features, constraints or opportunities that will need to be 

incorporated into an apprenticeship programme to consider? (shift work, busy 

times, short staffing, strong embedded e-learning culture, first time delivery, no 

coaching or other line manager skills in place, strong ethos of development  

 

 Why do you want the programme to achieve? 

 Which content and modes of learning seem to best fit for on and off the job 

learning? 

 Are there any scheduling or other timing constraints 

 Broadly who is in scope  

 Does the content of any identified apprenticeships seem to fit the roles in the 

organisation – is there any content missing? 

What are the challenges 
for staff in meeting these 
objectives?  

Which functions or roles 
have been identified as 
the main areas for 
consideration and why? 

Which other options for 
meeting the skills needed 
have been considered? 
why have these been 
rejected? 

How does training work 
best in this organisation?  
can the training be 
designed to meet this? 

What are the tentative 
Apprenticeship 
Programme Objectives, 
Impact & Content that will 
form the core of the 
programme? 



3 . A P P R E N T I C E S H I P  P R I N C I P L E S  –  E M P L O Y E R  C O M M I T M E N TS   &  O u r  
S e r v i c e   

A PARTNERSHIP WITH 
SHARED RULES The 
Employer leads with the 
University supporting, but 
the apprenticeship is 
governed by a set of rules 
that we must all meet.  

☐ You chose your apprentices but there may be eligibility criteria for the apprenticeship and the 

university entry criteria that must be met. We will help you check and confirm this before 
candidates are appointed or selected. 

☐ You must choose who delivers your End-point Assessment for your apprentices. We will help you 
do this.  

☐ You must have an Apprenticeship Agreement with your apprentice. This is a legal requirement for 
every apprentice and the University will provide you with a template  

☐ There are rules about how an apprenticeship is set up and delivered that affect the apprentice, 
employer and university – You sign a digital agreement with the Education & Skills Funding 
Agency to confirm you will adhere to these before you can use your levy 

☐ You and your apprentice must return mandatory documentation and evidence to us on time. 
Apprentices cannot start if there are missing documents or evidence that we need to 
demonstrate that you and your apprentice are eligible for funding from your levy 

☐ You must set up an apprenticeship service account before the apprenticeship can start. 

☐ You must set up every apprentice on this account, but we can do this for you 

CONTRACTED HOURS The 
Apprenticeship must only be 
undertaken in contracted & 
paid hours  

☐ This is mandatory, and employers must confirm that they will enable this to take place  

☐ If the apprentice works outside these hours they must be given the time off in lieu 

☐ The apprentice can work in their own time if they choose, but this must not be because they do 

not have enough time in their working week to complete what is needed 

MANDATORY 
DEVELOPMENT TIME 
Apprentices must spend 20% 
of their time at work in off 
the job training, practicing 
and learning  

☐ It is fulfilled by a combination time at the university and time completing assignments and it set 

out clearly in the Commitment Statement   

☐ The apprentice keeps a log and the University also track this activity  

☐ This is mandatory and must be monitored by apprentice, line manager and University and is 

reviewed at Tri-partite review meetings each term  

ACTIVE SUPPORT FROM LINE 
MANAGERS or a mentor 
must be in place throughout 
the programme   

☐ Line managers will actively support their apprentice in on and off the job training  

☐ They will attend the induction session and termly mandatory Tri-partite review meetings (e.g. by 

skype) to review and confirm progress  

☐ They will need to regularly review the apprentice’s learning and 20% off the job learning hours  

☐ They will, with the University, decide if the apprentice is competent in their role before the end 

point assessment is scheduled at a formal Gateway Review meeting  

ELGIBILITY & EVIDENCE  
Apprentices and 
apprenticeships have to be 
eligible for funding. We must 
hold evidence of this before 
start dates can be finalised  

☐ All apprentices will apply to the University and we must have evidence of their eligibility to be an 

apprentice and meet university entry criteria before they can start  

☐ This includes the right to live and work in the UK. A common block is that the apprentice needs to 

evidence their English and Math achievement at Level 2. This applies to every apprentice and 
without certificates apprentices do need to complete  

☐ If ANY evidence is missing the apprentice will not be able to start their apprenticeship  

☐ All apprentices undertake a detailed Initial Needs Assessment to establish prior learning 

FUNDING The levy will cover 
most of the apprenticeship 
but there are some 
occasional exceptions to this   

☐ Funding for your apprenticeships will come from …….  

☐ If your apprentice is 16-18 or up to 24 and a care leaver/ former looked after child (and they are 

happy to declare this). You will receive £1000 in two payments in the first year 

☐ You must pay for any degree / apprenticeship EPA re-takes. 

☐ If the apprentices have relevant prior learning, we will exempt them from modules and reduce 

the price providing that there is more than 12 months left in the apprenticeship.   

MANDATORY 
DOCUMENTATION must be 
signed and returned before 
start dates can be finalised 
and the apprenticeship can 
be confirmed   

☐ The apprenticeship programme is underpinned by mandatory documentation for apprentice and 

employers. Employers will be provided with draft proformas to review with their legal teams.   

☐ Final documents must ALL be signed and returned before the apprenticeship can start: 

☐ Eligibility declarations, the apprenticeship agreement, A contract for services signed between the 

University and employer  

☐ A three-way agreement called the Commitment Statement setting out all of the detail for each 

apprentice about their apprenticeship. This is signed by all three parties   

  



 

4 . E M P L O Y E R  IN I T IA L  S P E C I F I C A T IO N  

Programme 
Basics 

☐ Bespoke ☐ Open 
Target Programme Start 

Date 
 

Number of 
Apprentices 

☐ Existing staff  ☐ New Recruits  TOTAL  

Recruitment 
Timetable 

Interview Date  
Candidate Starts new 

role Date 
 

REQUIREMENTS & SCOPE 

 
 
 

PROGRAMME OPTIONS, WIDER SUPPORT AVAILABLE  IN RESPONSE 

 
 
 
 

FOLLOW UP ACTIONS 

 
 

NEXT STEPS 

 
 
 



5 .  E M P L O Y E R  D E C L A R A T IO N  O F  IN TE N T  &  E L I G IB I L I T Y   

☐ We will only use funds in our digital account or employer-government co-investment for: 

☐ Apprentices employed by us or a connected company or charity as defined by HMRC 

☐ Training and Assessment required to meet the apprenticeship Standard and comply with the 

Apprenticeship Funding Rules  

☐ We will ensure that our organisation does not ask the university to pay incentives or inducements or 

any other payments to our organisation in relation to the apprenticeship  

☐  We will provide evidence prior to contracting that each of our apprentices are employed in a genuine job 

which means that: 

☐ our apprentices have a contract of employment which is long enough for them to complete their 

apprenticeship and is in place before the start of their apprenticeship 

☐ our apprentice will have an apprenticeship agreement setting out their apprenticeship, their role, 

duration and dates, confirming that they are part of an apprenticeship programme   

☐ the cost of apprentice wages will be met by us as their employer and these wages will at least be 

consistent with the law  

☐ our apprentices have a job role (or roles) within our organisation that provides the opportunity for 

them to gain the knowledge, skills and behaviours needed to achieve their apprenticeship 

☐  We will provide evidence to the university for our apprentice’s average weekly hours and any changes 

to working patterns. 

☐  We will create and share with the University the Apprenticeship Agreement document for each of our 

apprentices that confirms their apprenticeship with our organisation.   

☐  We will provide evidence prior to contracting that each of our apprentices are eligible for this 

apprenticeship which means that: 

☐ we will provide the University with evidence of our apprentice’s age and other eligibility information as 

part of each apprentice’s eligibility checklist and declaration   

☐ we will support the University to collect evidence and will hold evidence for any additional payments 

made to us or evidence requirements from us or our apprentice because of the apprentice’s age, 
Education & Health Care Plan, additional learning support or English and maths needs at level 2.  

☐  We will provide evidence prior to contracting that the structure and support needed to ensure a 

successful apprenticeship are in place, and we will continue to provide this evidence during the life of 
the Apprenticeship:  

☐ our apprentice is able to take the 20% of their time as an apprentice as off the job learning 

development time as required by the Apprenticeship Funding Rules  

☐ this 20% off the job learning takes place during the typical working week/working cycle. If in 

exceptional circumstances this 20% off the job learning has to take place outside the typical working 
week/working cycle this is provided back to the apprentices as time back in lieu 

☐ that any student loan is terminated, and that apprentices are not asked to pay for any aspect of their 

apprenticeship training and assessment, either before, during or after their apprenticeship    

☐ our apprentices will have appropriate support from within our organisation to carry out their job and 

that their manager or mentor is always present at the mandatory tri-partite reviews with our 
apprentice. 



 

 

 

calration  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section Evidence 

☐ If our organisation pays the apprenticeship Levy, we will commission our organisation’s apprenticeship 

programme through our online digital account and select this University as our apprenticeship provider. 

☐ If our organisation is eligible to receive full funding from government for our apprentices, we will provide 

evidence that our staffing numbers have averaged less than 50 for the last 365 days. 

☐ If we proceed with our apprenticeship programme we will provide bank details to enable the incentive 

payments to be made to us.   

Declaration  

I confirm, on behalf of my organisation named in section 1 above, that the information provided in this document is 

true and accurate, and that we will comply with the apprenticeship principles set out in section 5 of this document 

for the duration of our apprenticeship programme.  I have also provided evidence of our funding eligibility for 

Apprenticeships in England. 

Signature  

 

Name  

Date   


