
A Guide to  

Apprenticeships  
 

For Apprentices and Managers in Maintained Schools 



Apprenticeships and Shropshire Council 

Apprenticeships have changed over the years.  Apprenticeships are no longer  
designed specifically for school leavers but are now recognised as a development 
tool, whatever your age, and whatever your salary.   In order to be considered for an 
apprenticeship, an employee will have to work at least 16 hours per week.  This is 
because of the time commitment that is required to complete the necessary training.  
The apprenticeship must be relevant to the learners job role.  

Through their apprenticeship, apprentices gain the technical knowledge, practical  
experience, and wider skills and behaviours they need for their current job and  
future career.  The apprentice will gain this through a wide mix of learning in the 
workplace, formal “off the job” training, and opportunities to practice new skills in a 
real work environment. 

In April 2017, the Government introduced the Apprenticeship Levy to increase the 
number of apprenticeships across England, to enhance the skills of its workforce to 
support employers and help the economy prosper. 

The Levy applies to all employers in England who have a pay bill above £3 million.  
This money can only be used for the purpose of training for specifically approved 
courses which meet the Government guidelines through the Apprenticeship  
Programme.  This places Shropshire Council in a very fortunate position.  Following a 
long period of limited training budgets, we want to make the most of this significant 
opportunity to support staff to gain valuable training and qualifications relevant to 
their jobs. 

Apprenticeships can aid career progression, equipping staff with new skills as well as 
developing existing skills, to enable staff to step up to the next level with the  
confidence and competence to do so effectively. 

The Upskill Apprenticeship Programme is a useful tool for managers when  
considering workforce and succession planning and identifying gaps in skills and 
knowledge within teams.  It is also a good way to motivate and retain employees as 
they realise, they can undertake training to enable them to progress in their careers 
without having to leave the organisation. 

Previously apprenticeships were made up of a framework that put an emphasis on 

competency-based qualifications such as an NVQ. These frameworks have now 

been replaced by Standards, which identify the knowledge, skills, and behaviours  

required to successfully complete the apprenticeship.   

Standards are occupation-focused rather than qualification-led.  The learning  
happens throughout the apprenticeship and you will be assessed at the end by  
proving that you can carry out all aspects of your job.  This enables you to develop 
transferable skills and gain credibility too. 



What commitment is required to complete an apprenticeship? 

As an apprentice, you need the full support of your manager, and the vision to see 
how this can benefit you in the long term and your team. If you are a new recruit  
apprentice, you will need to have commitment and dedication to the programme 
and the role too.  

As a manager, you need to select / recruit an apprentice who understands the  
commitment needed, is motivated to learn and develop and willing to share their 
learning with others to develop their colleagues and improve the performance of 
the team. 

Benefits of the Scheme... 

The benefits of the Apprenticeship Levy – both for the School and employees – are 
identified in our “Benefits of an Apprenticeship” Guidance Note. Please email  
apprenticeshiplevy@shropshire.gov.uk to request a copy.  

  

What is the 20% Off the Job Training (OTJT) 

This is an integral element of the apprenticeship programme, however this does 
not mean..... 

  the apprentice has one day a week off or the apprentice must be 
 away from their desk. 

 
What is does mean is..... 

 must be directly relevant to the apprenticeship. 
 the teaching of theory – for example, lectures, workshops, role playing, 

and online learning. 

 practical training – for example, shadowing, having discussions with oth-

er staff to enable the apprentice’s learning, mentoring, industry visits and  
attendance at competitions. 

 learning support and time spent writing assignments/assessments. 

 take place during the normal working hours. 

 If an apprentice attends a session outside of normal hours then it is  
expected that time off in lieu will be given. 

 

There will be times during an apprenticeship programme where you will be needed in 
your job full time, that is ok, if the 20% total OTJT is reached by 
the end of the apprenticeship programme.   

It’s about being flexible, both the apprentice, the manager and 
the training provider all working together. 

Email apprenticeshiplevy@shropshire.gov.uk for a copy of our 
20% Off The Job Guidance.  



What are the different levels of apprenticeship & how long does it 
last? 

There are four levels of apprenticeships available.  An apprentice can progress from 
Level 2 all the way through to Level 7 in some cases or can start at a higher level,  

depending on previous knowledge and qualifications. 

 

There is no age limit to apprenticeships – anyone can undertake an apprenticeship 

whether they are 16 or 60.  If someone has been doing the same job for twenty 

years, it does not mean that they would not benefit from undertaking an  

apprenticeship. 

 

You must work a minimum of 16 hours per week.  This is due to the time  

commitment needed to complete the training.  If you have two jobs within the 

School, the apprenticeship must be relevant to both jobs. 

 

You cannot undertake an apprenticeship if you are employed on a fixed-term  

contract unless your fixed-term contract is equal to or exceeds the duration of your 

apprenticeship.   

 

The minimum duration of an apprenticeship is one year and a day. The duration of 

an apprenticeship will be extended depending on the apprentice’s contracted 

hours of work. 

 

As part of your apprenticeship enrolment you will need to complete on-line tests to 

determine your standard of English and Maths and cognitive abilities.  Apprentices 

without qualifications in English and Maths at Level 2 standard (e.g. GCSE level at 

Grade C+) will be required to study and gain qualifications in these subjects  

alongside their apprenticeship.  Support from the training provider will be given for 

this, time spent on English and Maths does NOT form part of the 20% OTJT. 

Level Meaning Duration (Approx.) 

Intermediate: Level 2 standard which is equivalent to 12 – 15 months 

Advanced: Level 3 standard which is equivalent to 15 months – 2 years 

Higher Levels: Level 4 and 5 standards which are 
equivalent to a Foundation Degree, Di-

2 - 3 years 

Degree Levels Levels 6 & 7 which is equivalent to a 4 – 5 years 



How is an apprenticeship assessed? 

Different apprenticeship standards have different methods of assessment, but all 

will have an End Point Assessment (EPA).  The EPA takes place once the  

apprentice, the line manager and the training provider thinks the learner is ready, 

after a minimum of 12 months and a day from the start of training (depending on 

your apprenticeship length).   

Throughout the duration of the apprenticeship there will be observations; projects; 

journal of training activities that an apprentice undertakes as part of their job role; 

witness statements from colleagues or managers; all of which will be stored on an  

e-portfolio online, that the apprentice, the manager and the training provider can 

see. 

For some standards there is also a qualification with the apprenticeship, and this 
can include additional examinations.  Please contact Upskill Shropshire for  
detailed information on any apprenticeship standard you are considering  
undertaking. 

 

How will I know how well I am progressing / my employee is  

progressing? 

In the majority of cases both the learner and their line manager will have access to 

an online e-portfolio system.  The online e-portfolio will give a percentage of  

progress against the total achievement of the apprenticeship and, assess whether 

the apprentice is on target to achieve by the planned end date.  This information is 

available to the apprentice, the trainer and the line manager. 

At regular intervals, at least every 8 weeks, there is a formal progress review  

meeting, between the apprentice, the trainer and the line manager, where an open 

and honest discussion on progress to date and future topics and support may be 

needed.  Clear goals and targets are agreed and set by all.  This is recorded on 

the e-portfolio. 

What if I need a break from the apprenticeship? 

Things happen, and although the commitment is there at the start circumstances 
can change and that could mean a break is needed in your apprenticeship – that's 
ok!  A special review meeting will be called, and this will be discussed, and an 
agreed duration can be given.  The training provider will ensure that Upskill  
Shropshire are informed and will remain in contact with the apprentice, ready for 
when the apprentice is to resume their apprenticeship. 



What are the roles, responsibilities and expected behaviours of the 

apprentice and their manager? 

Apprentice Manager 

• make a positive commitment and 
contribution to your own learning 
and development. 

 

• accept responsibility for your own 
learning and ask for help if  
needed. 

 

• bring any concern which may  

affect your learning promptly to the  

attention of your training provider 

or The Upskill Team so that  

appropriate support can be  

offered. 

• actively engage and reflect with 

your line manager about how the 

apprenticeship is aiding you in 

your job. 

• provide the necessary  

qualifications prior to starting the  

apprenticeship programme or 

commit to achieving these  

qualifications alongside the  

apprenticeship and prior to the 

end-point assessment. 

• develop occupational  
competence, a professional  
attitude and meet the expectations 
and performance measures of the 
Council. 

• discuss the progress of their  
employee’s apprenticeship with 
them on a regular basis and in the 
supervision arena. 

• actively engage and reflect with their 
employee about how the  
apprenticeship is aiding them with 
their job. 

• communicate effectively and in a 
timely manner with The Upskill 
Team & the training provider if there 
is an issue with their  
employee’s apprenticeship. 

• discuss and work out a plan as to 
when their employee will take 20% 
of their hours for off the job  
training.  Consideration should be 
made as to how the service will run 
when the apprentice takes the off 
the job training. 

• support their employee in gaining 
their qualification. 

  



How do I apply for an Apprenticeship or access Apprenticeship 
Levy funding?  

This can take up to 12 weeks, however we do try to speed this process up as much 

as possible. 

 

Who can I contact to discuss this further or get more details? 

Kate MacDonald, Apprenticeship and Graduate Manager  

or 

Emily Russell, Apprenticeship Levy Assistant 

 

Email: apprenticeshiplevy@shropshire.gov.uk  

Tel: 01743 258521 

School Head or appropriate  

representative contacts Upskill 

Shropshire to discuss Apprenticeship 

Training—either new recruit or 

Professional Development.  

New Recruit: School Head/

Representative plans recruitment 

keeping Upskill informed.  

Professional Development: Line 

Manager and Employee discuss 

Apprenticeship and ensure  

commitment.  

Check that the employee meets the 

eligibility criteria or if new recruit, 

detail criteria in Person  

Specification.  Check the Upskill 

Pages on the Shropshire Learning 

Gateway for the next Business Case/

Application Deadline.  

Complete Application Form/

Business Case and submit to Upskill 

Shropshire before the next deadline.  

Upskill Shropshire send Business 

Case and Application Form (if pro-

fessional development) to the HR 

Business Partner for  

Apprenticeship Levy Approvals  

Upskill Shropshire inform School of 

outcome of approval process within 

14 working days.  

Upskill Shropshire will then  

proceed to procure for a Training 

Provider unless cohort delivery 

(Ask Upskill Shropshire for more 

info on this.) 

Upskill Shropshire will inform the 

Line Manager and the employee 

when a Training Provider has been 

sourced and/or when learner can 

be enrolled to start programme.  

The employee will enrol on to the 

apprenticeship programme, and be 

given details of who their training 

provider will be and how they will 

be assessed.  

Your Apprenticeship  

journey has started! Enjoy!  


