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Introduction 
Skern Training and Skills offers support to your organisation in designing, managing and delivering the 
best apprenticeship provision just the way you want it. 

We pride ourselves in understanding the needs of the Apprentice alongside that of the business, whilst 
fully satisfying the requirements of ESFA and making the most of your levy contributions.    

We know that a well-managed apprenticeship allows the learner to focus on their career path and the 
business to thrive on the energy and determination they demonstrate, ensuring their valuable talent 
is fully utilised. 

The purpose of this handbook is to provide employers with a brief overview of the legislative and 
practical requirements of employing and managing apprentices. 

Please visit our website for additional information https://www.skerntrainingandskills.co.uk/  
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Skern Training and Skills (STS) 

Our Vision, Mission & Values  
 

Vision - 

Skern Training & Skills aims to provide life changing adventures for customers delivering excellence 
in its courses & services. We achieve this through the delivery of high-quality employer-led 
apprenticeship & behavioural courses supporting learners, employers & other providers to offer its 
considerable experience in training & development.  
 
Mission – Deliver Life Changing Adventures 
 

Ø Deliver high quality customer experience 
Ø Drive team engagement 
Ø To provide excellence in courses and services 
Ø Actively seek to maintain and increase business 
Ø Maintain financial health 

 
 
Values – Integrity, Courageous, Inclusivity, Nurture 
 
How we achieve these: 
 

Ø We contribute to our customers’ success 
Ø Seeking to understand our customer’s real needs. 
Ø Tailoring our programmes, using customer’s opinions and ideas to improve our services. 
Ø Providing a life enhancing experience in a safe, relaxed, and friendly environment. 
Ø Providing outcomes that contribute to the customers goals. 
Ø We continue to develop our staff team 
Ø Respecting one another and the differing needs of individuals. 
Ø Being professional in all areas. 
Ø All contributing to an open, friendly, and honest environment 
Ø Taking pride in our achievements. 
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Top Tips for employers 
 
 

Ø Give your apprentice a great induction, make them feel part of your team from the start 
making it clear what their job role involves and progression opportunities on completion 

 
Ø Ensure you are aware and up to date with Safeguarding and Prevent legislation  

 
Ø Give your apprentice lots of opportunities to learn and practise the skills and improve their 

knowledge and behaviours as started in the Apprenticeship Standards, to ensure timely 
completion and readiness for end point assessment. 

 
Ø You must allow time for apprentices to meet with their STS Training Specialist for training and 

support as agreed prior to sign up. 
 

Ø Check your apprentice’s progress on their Bud account.  This will enable you to track your 
apprentice’s ongoing progress and stretch and challenge them accordingly.  

 
Ø Attend regular reviews with your apprentice and STS Training Specialist, at 12 weekly 

intervals. 
 

Ø Celebrate your apprentice’s achievements to keep them motivated, helping your apprentice 
complete their course on time. 

 
Ø Pay at least the apprenticeship wage and if possible, the minimum wage or living wage.  

 
Ø Make sure your learner has a safe workplace and look after their general welfare. Report any 

injury or accident to us immediately. 
 

Ø Complete the feedback surveys to tell us and the Education Skills Funding Agency what you 
think. Encouraging your apprentice to also complete surveys as requested. We value your 
honest feedback. 

 
Ø Ask us to help you find another apprentice or trainee as required. 

 
Ø Tell us about any vacancies you may have as soon as possible, so we can assist with vacancy 

matching through our website, social media and marketing materials 
 

Ø If you or your apprentice need extra training above what’s required within the standard then 
please ask as we might be able to help or direct you accordingly.  
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What are apprenticeships? 
 
The Government definition of an apprenticeship states “An apprenticeship is a genuine job with an 
accompanying skills development programme.”  
 
Apprenticeships can usually be started at any point during the year and are not restricted to an 
academic calendar. At STS we will look to agree with yourself a start date to meet your business needs. 
There are a wide range of apprenticeships to choose from. Apprenticeships are very much like normal 
jobs with training and qualifications forming 20% of the employment. Apprenticeships are a way for 
individuals to earn while they learn, gaining valuable skills and knowledge in a specific job role. 
 
Apprentices need to be aged 16 or over and combine working with studying to gain skills and 
knowledge in a specific job. Apprentices can be new or current employees. You must pay the 
apprentice at least the minimum wage. 
 
Your apprentice must: 
•   work with experienced staff 
•   learn job-specific skills 
•   get time for training or study during their working week (at least 20% of their normal working hours) 
 
An apprenticeship is based on a standard minimum of 12 months and should ideally work a minimum 
30 hours a week. 
 
STS believe in working closely with employers and apprentices from our initial engagement, at our 
12 weekly reviews right through until the end of the apprenticeship when we consider the 
apprentice ready to move through to final `End Point Assessment`. We will look to ensure clear 
career progression opportunities are highlighted to all our apprentices.  
 

How do apprenticeships work? 
 
Apprentices must spend at least 20% of their time on off-the-job training. However, they may need 
more than this if, for example, they need training in English and maths. It is up to the employer and 
training provider to decide how the off-the-job training is delivered.  
 
It may include regular day release, block release and special training days or workshops as agreed 
between the employer and the STS team. It must be directly relevant to the apprenticeship standard 
and can be delivered at the apprentice’s normal place of work if it is not part of their normal working 
duties. It can cover practical training such as shadowing, mentoring, industry visits and attending 
competitions. As the employer, you have full responsibility of who you decide to hire as an apprentice 
to ensure you are taking on the right person for the job. 
 
 There is a variety of ways that apprenticeships are modelled, and this will be discussed with you when 
you speak with a member of the apprenticeship team. We will work as flexibly as possible to ensure 
that the programme meets the business needs. 
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Start of apprenticeship 
 

• Interview with employer/ STS. Either online or face to face  
 

• Apprentice to carry out Initial Assessments online to include Maths and English 
 

• Apprentices sign up to the apprenticeship with an STS Trainer - Online or face to face  
 

• Employment starts with the employer – Workplace induction to take place and 
induction/welcome carried out separately to the Apprentice by the STS trainers 

 
• Teaching/training starts and dates for the year are put into the diary – face to face, Online 

teaching, e learning, observations within the workplace  
 
Weekly reviews take place with the trainer, apprentice, and employer either online or face to face. 
This is to make sure everyone is happy with how things are going and that the Knowledge, Skills and 
Behaviours are improving and being met by your apprentice. Progression and next steps following 
the apprenticeship to be discussed – progression into employment with yourselves, into 
employment elsewhere or to continue their education with another apprentice or to move into full 
time education?   
 
End of Apprenticeship 
 
Your trainer will complete a final review with both apprentice and employer (Triparty agreement) to 
confirm the apprentice is ready to go through `Gateway` and get booked onto their EPA. (*Key 
words and terminology get explained in our employers Online training package at the base of this 
document which you will have access to as a new employer following the start of the apprenticeship, 
also included below)  

 
 

OFSTED  
 
STS is subject to Ofsted visit who judge the quality of training In line with the Education Inspection 
framework (EIF), inspectors will make judgements on the following areas: 
 
• overall effectiveness. The 4 key judgements are: 
 
• the quality of education 
• behaviour and attitudes 
• personal development 
• leadership and management 
 
Outcomes of inspections will be shared on the STS website. 
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Recruiting an apprentice through STS 
 
 
If you wish to recruit an apprentice, STS will help you advertise the position for free on the National 
Apprenticeship Service’s Recruit an Apprentice website Recruit an Apprentice (recruit-
apprentice.service.gov.uk) 
 
There are several ways to find an apprentice: 
 
•    Choose or find an apprentice for your business or organisation yourself. 
•    Find an apprenticeship provider that offers training for the apprenticeship you’ve chosen. (STS!) 
•    Check what funding is available, including employer incentive payments.  
•   Advertise your apprenticeship – you or your training provider can do this through the find an 
apprenticeship service. At STS we will support you with looking for an apprentice 
•    Select your apprentice and complete an apprenticeship agreement and commitment statement 
with them provided by STS. 
 
 Please get in touch so that we can talk you through the recruitment process and help you find a 
suitable apprentice enquiries@skerntrainingandskills.co.uk  
 
 
 
 

Our commitment to employers and learners  
 
Conduct the following checks with the employer: - 
 

• The employer was offered (where appropriate) the option of the free Recruit an Apprentice 
service. 

• The employer has a contract of service with the apprentice which is long enough to complete 
the apprenticeship successfully (including end-point assessment). 

• The employer and the apprentice have signed an apprenticeship agreement. 
• The employer is paying the apprentice a lawful wage. 
• The employer has agreed that the apprenticeship is the most appropriate learning programme 

for the individual. 
• The employer acknowledges that the apprentice requires at least 20% off-the-job training 

over the duration of the training period. 
• The employer will allow the apprentice to complete their off-the-job training during normal 

working hours (including English and maths if required). 
• The employer will give the apprentice appropriate support and supervision. 
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Devise a plan of training, for agreement by all three parties, taking account of the 
following: - 
 

• An initial assessment of the learner’s pre-existing knowledge, skills and behaviours (prior 
learning), against those required to achieve the apprenticeship. 

• The learner’s current English and maths working level. 
• Any learning support needs. 
• The minimum off-the-job training requirement. 
• Any requirements for training to be sub-contracted (to be agreed with the employer). 

 
Negotiate a price with the employer, including the following checks: - 
 

• Additional payments/bursaries/small employer waiver. 
• Relevant prior learning (which would reduce the content, duration, and the negotiated price. 
• That the employer understands any obligations in relation to co-investment (where 

appropriate) 
 
Manage/provide the off-the-job training as detailed in the plan of training: - 
 

• Provide an induction programme to the apprentice (and the employer if required) that 
explains the plan of training. 

• Provide appropriate learning materials to the apprentice. 
• Report apprentice non-attendance to scheduled training sessions to the employer. 
• Manage/oversee the delivery provided any other part (subcontractors) as detailed in the plan 

and in accordance with the funding rules. 
• Pass on apprenticeship funding to any subcontractors (as agreed with the employer) and to 

the end point assessment organization selected by the employer. 
• Ensure the quality of delivery through regular observations of teaching and learning, and 

apprentice/employer feedback. 
• Ensure that quality Information, Advice and Guidance (IAG) is offered to the apprentice in 

relation to all aspects of the programme of learning and that where IAG cannot be provided, 
the main provider will signpost the apprentice to other sources and organisation so Agree 
milestone dates with the apprentice that are realistic, achievable, and challenging 

• Make regular visits and contact with the apprentice to ensure that progress is made against 
the agreed milestones and overall planned achievement date 

• To quality assure the teaching, learning and assessment delivered to the apprentice 
• Provide any certification as agreed with the employer/apprentice and/or required by the 

apprenticeship. 
• Lead the tripartite progress reviews with the apprentice and employer. 
• Update the Commitment Statement in consultation with the employer and apprentice as and 

when required. 
• Agree, with the apprentice and employer, when learning is complete, and the apprentice is 

ready to undertake the end-point assessment. 
• To make reasonable efforts to secure alternative employment for the apprentice if made 

redundant by the employer 
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The Apprenticeship Levy/Levy paying employers 
 
 
Apprenticeship Levy is an amount paid at a rate of 0.5% of an employer’s annual pay bill. As an 
employer, you have to pay Apprenticeship Levy each month if you: 
 
• have an annual pay bill of more than £3 million 
• are connected to any companies or charities for Employment Allowance purposes and have a 

combined annual pay bill of more than £3 million 
 
Levy Paying Employers 
 
Your organisation will have calculated whether it needs to pay the levy and will have included it in the 
usual PAYE payment to HMRC. To be able to pay for apprenticeships your organisation also needs to 
register for the Digital Apprenticeship Service to manage apprenticeship funds online.  
 
An employer can pay for apprenticeship training and assessment via this account. The government 
will apply a 10% top-up to the funds you have deposited in your account. If you don’t have enough 
funds in your account to pay for apprenticeship training, you must pay 5% of any outstanding balance. 
The government will pay the remaining 95%, up to the funding band maximum allocated to the 
apprenticeship you have chosen. If you exceed the funding band maximum, you will need to pay all 
the additional costs. For more information https://www.gov.uk/guidance/pay-apprenticeship-levy  
 
Smaller employers who do not pay the Levy 
 
As an employer that doesn’t pay the apprenticeship levy, you pay just 5% towards the cost of training 
and assessing an apprentice. The government will pay the rest up to the funding band maximum. You’ll 
pay the training provider directly and agree on a payment schedule. 
 
If you employ fewer than 50 employees, the government will pay 100% of the apprenticeship training 
costs up to the funding band maximum for apprentices aged: 
 
• 16 to 18 
• 19 to 24 with an education, health and care plan provided by their local authority or has been in 

the care of their local authority 
• If you exceed the funding band maximum, you’ll need to pay all the additional costs. 
 
For more information funding an apprenticeship for non-levy employers (apprenticeships.gov.uk) 
 
Paying employer National Insurance contributions for apprentices under 25 
 
For more information, please visit https://www.gov.uk/government/publications/national-insurance-
contributions-for-under-25s-employer-guide  
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Government incentives for taking on a new apprentice. 
 
 
Employers can often apply for a payment for taking on a new apprentice. The amount does vary so 
always worth checking on the gov.uk updates Incentive payments for hiring a new apprentice – 
GOV.UK (www.gov.uk) . Incentives available vary year on year so please use this as a guide only. 
 
What you can use the payment for 
 
The payment is different to apprenticeship levy funds, so you can spend it on anything to support your 
organisation’s costs. For example, on uniforms, your apprentice’s travel or their salary. You do not 
have to pay it back. 
 
The payment is in addition to the existing £1,000 an employer will already get for taking on an 
apprentice who is either: 
 
• aged 16 to 18 years old 
• under 25 and has an education, health and care plan or has been in the care of their local authority 
• This £1000 payment will be paid to your training provider, and you will receive it from them. 
 
How to Apply 

To receive the payment, you must submit an application for each eligible apprentice using your 
Apprenticeship service account. 

You will need to add the apprentices to your Apprenticeship service account first. Find out how to 
apply. To help ensure your application is successful, make sure the PAYE scheme for the apprentices 
is the same as the PAYE scheme registered on the employer account and check the training provider 
has been given the correct National Insurance number for each apprentice. 

If you are applying for someone you previously hired as part of the Kickstart scheme, we may email 
you and ask for evidence once your application has been processed. 
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Employer`s responsibilities 
 
 
STS are experience with supporting and setting you up as a new employer, the list is not exhaustive 
but covers the main points needed to ensure the apprenticeship is a success and that your apprentice 
stays with you and supports your business. Any questions then as always please ask one of the STS 
team. 
  
• Enter into an Apprenticeship Agreement for a fixed term of at least 372 days for at least 30 hours 

per week 
• Ensure a minimum of 20% off-the-job training is delivered each week as per the training plan as 

agreed prior to sign up 
• Give your apprentice a Contract of Employment  
• Pay at least the minimum wage for apprentices   
• Assist the apprentice with their development as much as possible, to the reasonable satisfaction 

of STS and in line with ESFA https://www.gov.uk/government/organisations/education-and-skills-
funding-agency  

• Always ensure adequate competent supervision by experienced staff 
• Inform STS if your apprentice is unable to attend a training day before 9am on that day by e mailing 

the registers e mail explaining why.  
• Support your apprentice in gaining their training qualifications  
• Give appropriate on-the-job work experience and training – including time for off-the-job to 

ensure enough time for them to achieve their training objectives 
• Allow agreed access to STS staff for agreed visits for training including and Functional Skills training   
• Be involved in the 12 weekly progress reviews  
• Provide a safe working environment 
• Provide Health & Safety induction training 
• Work with STS to ensure the safety and wellbeing of your apprentice 
• Hold current employers and public liability insurance, and vehicle insurance where appropriate 
• Provide protective equipment (PPE) in accordance with statute and good occupational practice 
• Encourage your apprentice to complete e learning material as set within the required time  
• Maths and English as well as Cognassist engagement is critical for those apprentices working on 

these areas. Please support, encourage, and provide time each week for this work to be 
completed. Usually, a maximum of four hours per week is required as a guide.  
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Apprentice Eligibility 
 
To be eligible to be an apprentice, an individual must meet the following criteria 
 
Must be at least 16 years of age  
Must spend at least 50% of their time working in England over the duration of the apprenticeship  
Have a right to work in UK 
Have an eligible residency status in the UK 
Must have a contract of employment with your organisation 
Must not be in other full-time education or training 
 
We have created three flow charts to support you as an employer with better understanding if your 
potential apprentice meets entry requirements for that Level of Apprenticeship.  
 
Please see below. 
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Employer & Apprenice Guide - Entry requirements to start a 
Level 2  Apprenticeship 

 
 (Incorrect information provided and no evidence to support where needed could result in the 
apprenticeship being withdrawn for that applicant) 

         

                    

 

 

 

                                                                                                                                                                                                                                   

                                                                          

                                    

                                                                              

                                                                                         

                                 

                                                                                                                                                                              

                                                                                                                  

                                                                           

 

 

 

 

 

 

  

 
 

 
 
 
 
 

 
 

Have you achieved Maths & 
English grades equivalent to or 
higher than one of the following? 

• Level 1 Functional Skills 
• GCSE Grade 2 (E)   

Certificates are required before 
signing up can take place 

 

     

You do not meet 
the entry 

requirements for 
the apprenticeship 

Do you hold a Level 2 qualification or 
higher in your apprenticeship subject area 
of interest or have extensive experience in 
this sector? 

Please talk to 
a member of 
the STS team 

Are you in full 
time education or 
training? 

 

Apprenticeship Entry Requirements met 

Employer can interview / complete the interview 
and offer a place on the apprenticeship if a suitable 
applicant. 

Yes 

Yes 

Employer Bonus Guide! 

Minimum of 30 Hrs to be 
worked per week 

Minimum duration of 12 
months  

Minimum hourly rate of pay 
reviewed annually and 
subject to age, level, and 
employer.  

National Insurance Number 
needed to become an 
apprentice 

 

 

You do not meet 
the entry 

requirements for 
the apprenticeship 

Do you have UK 
eligible residency 
& work status?  

Are you over 16 
years old? 

 

Yes 

Yes 

Yes No 

No 

No 

No 

No 
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Employer & Apprentice Guide - Entry requirements to start a 
Level 3  Apprenticeship (Intermediate Apprenticeship) 

 
 (Incorrect information provided and no evidence to support where needed could result in the 
apprenticeship being withdrawn for that applicant) 

         

                    

 

 

 

                                                                                                                                                                                                                                   

                                                                          

                                    

                                                                              

                                                                                         

                                 

                                                                                                                                                                              

                                                                                                                  

                                                                           

 

 

 

 

 

 

  

 
 

 
 
 
 
 
 
 
 

Have you achieved Maths & 
English grades equivalent to or 
higher than one of the following? 

• Level 1 Functional Skills 
• GCSE Grade 2 (E)   

Certificates are required before 
signing up can take place 

 

     

You do not meet 
the entry 

requirements for 
the apprenticeship 

Do you hold a Level 3 qualification or 
higher in your apprenticeship subject area 
of interest or have extensive experience in 
this sector? 

 

Please talk to 
a member of 
the STS team 

Are you in full 
time education or 
training? 

 

Apprenticeship Entry Requirements met 

Employer can interview / complete the interview 
and offer a place on the apprenticeship if a suitable 
applicant. 

Yes 

Yes 

Employer Bonus Guide! 

Minimum of 30 Hrs to be 
worked per week 

Minimum duration of 12 
months  

Minimum hourly rate of pay 
reviewed annually and 
subject to age, level, and 
employer.  

National Insurance Number 
needed to become an 
apprentice 

 

 

You do not meet 
the entry 

requirements for 
the apprenticeship 

Do you have UK 
eligible residency 
& work status?  

 

Are you over 16 
years old? 

 

Yes 

Yes 

Yes No 

No 

No 

No 

No 
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Employer & Apprentice Guide - Entry requirements to start a 
Level 4 or 5 Apprenticeship (Higher Apprenticeships) 

 
 (Incorrect information provided and no evidence to support where needed could result in the 
apprenticeship being withdrawn for that applicant) 

         

                    

 

 

 

                                                                                                                                                                                                                                   

                                                                          

                                    

                                                                              

                                                                                         

                                 

                                                                                                                                                                              

                                                                                                                  

                                                                           

 

 

 

 

 

 

  

 
 

 
 
 
 
 
 

Have you achieved Maths & 
English grades equivalent to or 
higher than one of the following? 

• Level 1 Functional Skills 
• GCSE Grade 2 (E)   

Certificates are required before 
signing up can take place 

 

     

You do not meet 
the entry 

requirements for 
the apprenticeship 

Do you hold a Level 4/5 qualification or 
higher in your apprenticeship subject area 
of interest or have extensive experience in 
this sector? 

 

Please talk to 
a member of 
the STS team 

Are you in full 
time education or 
training? 

 

Apprenticeship Entry Requirements met 

Employer can interview / complete the interview 
and offer a place on the apprenticeship if a suitable 
applicant. 

Yes 

Yes 

Employer Bonus Guide! 

Minimum of 30 Hrs to be 
worked per week 

Minimum duration of 12 
months  

Minimum hourly rate of pay 
reviewed annually and 
subject to age, level, and 
employer.  

National Insurance Number 
needed to become an 
apprentice 

 

 

You do not meet 
the entry 

requirements for 
the apprenticeship 

Do you have UK 
eligible residency 
& work status?  

? 

Are you over 16 
years old? 

 

Yes 

Yes 

Yes No 

No 

No 

No 

No 



Levels of Apprenticeships and vocational areas on offer within STS 
 
 
Our experienced team offer high quality apprenticeship training bespoke to your organisation, 
ensuring an apprentice attains the knowledge, skills & behaviours required to succeed & continue 
development within the workplace.  
 
Skern is an established and trusted name within training and development, providing fantastic 
learning experiences throughout its history. We understand entirely the knowledge, skills and 
behaviours required for an apprentice to excel within your organisation & employ a passionate and 
highly experienced training delivery team full-time to ensure high quality.  
 
What an Apprenticeship with Skern Training & Skill can include:  
 

• A tailor-made programme to deliver your apprenticeship  
• A residential behavioural training course if required 
• An End-to-End digital Apprentice Management System partnering with Bud  
• English & Maths Functional Skills supported by BKSB 
• To support learners requiring Additional Learning support (ALS) 
• An in-depth additional learning needs analysis & support through Cognassist 

 
Apprenticeships on offer include: 
 

• Outdoor activity instructor (Level 3) 
• Outdoor Learning Specialist (Level 5) 
• Hospitality Team Member (Level 2) 
• Hospitality Supervisor (Level 3) 
• Hospitality Manager (Level 4) 
• Team leader or Supervisor (Level 3) 
• Operations or Departmental Manager (Level 5) 

 

For more information on the apprenticeship standard you are looking at and requirement of the End 
Point assessment then please follow the below link. 
 
 https://www.instituteforapprenticeships.org/apprenticeship-standards/?  
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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 employee’s: 
 
- 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-contracts-and-conditions  
 
Apprenticeship Agreement 
 
An apprenticeship agreement is signed by the employer and apprentice before the start of the 
programme and outlines key details about the apprenticeship. It's a legal requirement between the 
apprentice and employer. 
 
Employers that recruit apprentices in England, must accept the employer agreement to access 
government funding through the apprenticeship service. The employer agreement is a legally binding 
contract between your organisation and the Education and Skills Funding Agency (ESFA) 
 
STS will provide an Apprenticeship Agreement however you can write your own Apprentice 
Agreement or download an Apprenticeship Agreement template at:  
 
https://www.gov.uk/employment-contracts-and-conditions  
 
Commitment Statement 
 
All employers 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. 
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20% Off the Job Training  
 
 
Since May 2017 all employers have been asked by the Government to provide apprentices with a 
minimum of 20% off-the-job training. If you currently employ apprentices in your workplace then you 
need to be aware of your responsibilities in relation to the off-the-job training requirement. 
 
What is ‘Off-the-Job Training’? 
Off-the-job training is defined as learning that is undertaken outside of the normal day-to-day working 
environment and leads towards the achievement of an apprenticeship. This means that all employers 
are expected to provide apprentices with appropriate training that takes place outside of their normal 
work duties and during the apprentice’s normal working hours. This must equate to at least 20% of 
the apprentice’s contracted hours over the course of the apprenticeship. 
 
Why is this happening? 
The Government has set this requirement to ensure that apprentices are receiving a rounded learning 
experience throughout their apprenticeship, which will equip them with the essential range of skills, 
knowledge and behaviours that they will need in their future careers.  
 
This requirement will offer enormous benefits to both employers and apprentices, as it allows the 
apprentice to develop new skills using different methods of learning, such as shadowing a colleague. 
In the long term, these new skills will contribute to not only the apprentice’s development, but also 
to the growth of their employer’s business.  
 
Examples of off-the-job training 
 
There are many types of off-the-job training. For example: 
 
• Attendance on agreed training days  
• Shadowing 
• Industry visits 
• Research 
• Conferences 
• Writing assessments, completing e learning tasks as set by the STS Trainers. 
 
Where will this training take place? 
All training must take place during the apprentice’s normal working hours; however, the location of 
the training may vary depending on the agreed delivery model between yourself and STS 
 
What will apprentices need to do? 
Every apprentice will be expected to keep a record of the number of hours that they have spent taking 
part in off-the-job training over the course of their apprenticeship including shadowing. These hours 
will need to be recorded in their BUD e-portfolio so that they can easily keep track of the hours as part 
of their apprenticeship. 
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English and Maths Functional Skills 
 
Apprenticeship Standards require the learner to work towards a required level of Maths and English. 
The level set will depend on the level of apprenticeship and requirements of the apprenticeship 
standard that the learner is undertaking. All apprentices are encouraged to improve their level of 
Maths and English within STS and we would ask all employers to take every opportunity to include 
Maths and English support within the 80% on the job training with yourselves.  
 
Functional Skills focus on the ability to apply maths and English to different contexts, enabling 
apprentices to function confidently, effectively, and independently in life and work. 
 
The flow charts above in the Apprenticeship Eligibility section show the entry requirements for Maths 
and English against the different levels of apprenticeship. When your apprentice applied for an 
apprenticeship with STS, they would have completed an initial maths and English assessment which 
identified the subject working level at that time. We use BKSB to carry out this initial assessment and 
support their study.   
 
If your apprentice has not yet achieved their GCSE Grade C or (new Grade 4) in maths and English, 
they will need to achieve their Functional Skills test(s). Please allow them time to complete their work 
and to attend these sessions with their Functional Skills Trainer. Without completion of the Level 2 
will not enable them to achieve their apprenticeship if on a level 3 or above apprenticeships (at level 
2 apprentices must achieve level 1 & work towards level 2 FS).   They will do this with a Functional 
Skills trainer who will work with them remotely to develop their skills and to ensure that they are fully 
prepared to take their Functional Skills test 
 
We would ask you to support and allow the apprentice to attend the agreed training sessions if having 
to work towards Maths or English. Please note that Maths and English is not included within the 20% 
OTJH 
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Safeguarding your apprentice and safeguarding reporting service     
 
STS is committed to safeguarding and promoting the welfare of all learners including children, young 
people and adults at risk (formerly referred to as vulnerable adults). 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 
 
Employers also have a responsibility to the learners they employ and as such STS recognises that we 
have a duty to support you, your staff and your learners in understanding these responsibilities, and 
we will do this through giving guidance, support and training. We have trainers who can deliver levels 
1 - 3 in safeguarding training. Please let one of the team know if you or your staff wish to register for 
the next course.  
      
As the employer of an apprentice or traineeship learner, it is important that you understand your 
responsibilities and what safeguarding means to you and your learner. 
 
 
As an employer, what are your responsibilities?  
 
• To understand what is meant by safeguarding and promote the welfare and wellbeing of all 

learners 
• To be aware of your statutory duties towards the welfare of children, young people and adults at 

risk 
• To be familiar with safeguarding guidance and expectations including following the ‘5 Rs’ (see 

below) 
 

The 5 R`s  
 

• Recognise 
• Respond 
• Report 
• Record  
• Refer 

 
 Always report any concerns about learners’ welfare to a Designated Officer or lead within STS &/or 
use the speakupspeakout@inspiring-learning.com 
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Equality and Diversity 
 
Skern Training and Skills is fully committed to promoting equality and diversity for all staff and to 
eliminating direct and indirect discrimination and disadvantage in the workplace. 
 
This means that all job applicants and employees have equality of opportunity for employment and 
advancement solely on the basis of their ability, qualifications and suitability for the work. It also 
ensures we maintain a fair working environment free from harassment and intimidation. All clear 
expectation from the employers that we work with 
 
All staff are expected to play an active role in the implementation of our equality & diversity policy. 
 
Definition of Equality and Diversity 
 
Diversity means having a mixture of different people. They can be different because of their race 
(which includes colour, nationality and ethnic or national origins), age, sex, religion or belief, sexual 
orientation, disability, pregnancy and maternity, marriage and civil partnership or gender 
reassignment. Accepting diversity means being open to people’s differences. By doing this we can 
recognise the talent and potential that people from all different backgrounds have to offer. 
 
Equality in the workplace is about ensuring the equal treatment of people irrespective of social or 
cultural differences. These can be along the dimensions of their race (which includes colour, 
nationality and ethnic or national origins), age, sex, religion or belief, sexual orientation, disability, 
pregnancy and maternity, marriage and civil partnership or gender reassignment. 
 
You have as an employer a duty to act in accordance to not treat others less favourably than others 
because of their: 
 
• Age 
• An actual, suspected, or perceived disability 
• Gender reassignment 
• Marital or civil partner status 
• Pregnancy or maternity/paternity 
• Race (which includes colour, nationality, ethnic or national origin) 
• Religion or similar belief 
• Sex 
• Sexual orientation 
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Prevent and Channel 
  
The purpose of Prevent is to safeguard vulnerable people from becoming terrorists or supporting 
terrorism, by engaging with people who are vulnerable to radicalisation and protecting those who are 
being targeted by terrorist recruiters. 
 
Channel is a voluntary, confidential programme which operates throughout England and Wales to 
safeguard people identified as vulnerable to being drawn into terrorism 
 
https://homeofficemedia.blog.gov.uk/2019/11/05/factsheet-prevent-and-channel/  
 
Prevent is one part of the UK’s Contest Counter Terrorism Strategy. It includes four sections: 
 
• Pursue: to stop terrorist attacks 
• Prevent: to stop people becoming terrorists or supporting terrorism 
• Protect: to strengthen protection against a terrorist attack, and 
• Prepare: to mitigate the impact of a terrorist attack 
 
Prevent is unique in that it involves all parts of Government, such as the Home Office, the Cabinet 
Office, the Foreign and Commonwealth Office and the Department for International Development. 
 
Success in Prevent in Contest will mean that:  
 
• There is a reduction in support for terrorism of all kinds and in states overseas whose security most  
impacts the UK 
• There is more effective challenge to those extremists whose views are shared by terrorist 
organisations and used by terrorists to legitimise violence, and 
• There is more challenge to and isolation of extremists and terrorists operating on the internet. 
 
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. 
5. Addressing the grievances that ideologues are exploiting. 
 
To support the Prevent Strategy, STS, 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 understand the local context and are in a unique position of being part of the local 
communities where we share the responsibility of rejecting and condemning all forms of violence. 
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British Values 
 
British values are of paramount importance to us. At STS 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, we must all aim to: 
 
• Help apprentices to become valuable and rounded members of society who treat others with respect 
and tolerance, regardless of background. 
• Promote to apprentices 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 their apprenticeship 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, STS and you as employers must aim to: 
 
• Minimises the risk of exposure to bullying, grooming, radicalisation, or abuse to learners through 
the use of technology including the internet or other means. 
• Have 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. 
• Encourage 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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Employer Data Record Service Number 
 
New employers will be contacted by the Employer Data Service, a data management company on 
behalf of the Education and Skills Funding Agency. They will ask a number of questions in respect of 
the business and this data will be used in line with the funding STS will claim for the apprentice. A 
unique EDRS number will be recorded, and this number will be used as the employer’s identification 
with the Education and Skills Funding Agency. Failure to respond to their enquiry will mean that the 
apprentice cannot be funded. 
 
The Government will fund all of the apprenticeship training costs, for employers employing  
fewer than 50 people, if on the first day of the apprenticeship, the apprentice is:  
 
• aged between 16 and 18 years old, or 
• aged between 19 and 24 years old, and either has:  
• an Educational Health Care plan provided by their local authority  
• or has been in the care of their local authority.  
 
Before any apprenticeship starts the employer must provide evidence that they employed  
an average of 49 or fewer employees in the 365 days before the apprentice was recruited. 
 
https://edrs.education.gov.uk/security/login.aspx?ReturnUrl=http://edrs.education.gov.uk:80/  
 
 

Apprenticeship Rates of Pay 
 
Like every type of job in the UK, apprenticeships are governed by a national minimum wage. This can 
be check at: https://www.gov.uk/national-minimum-wage-rates  

  

Health and Safety checklist 
 
The employer has the primary responsibility for the health and safety of the apprentice and should 
be managing any significant risks.  As the training provider, STS take reasonable steps to satisfy that 
you as the employer is doing this.  
 
We ask you to complete an Employer Health and Safety checklist as part of our duty of care towards 
the apprentice. If we did happen to have any Health and safety concerns before or during the 
apprenticeship, then we would of course talk to you first as the employer to resolve the issue. If the 
issue was not resolved and we felt the apprentice was in danger or at risk then would have a duty of 
care to not sign the apprentice up or to stop the apprenticeship. 
 
Under the Management of Health and Safety at Work Regulations 1999, an employer has a 
responsibility to ensure that young people employed by them are not exposed to risk due to: 
 

• lack of experience 
• being unaware of existing or potential risks and/or 
• lack of maturity 
• An employer must consider: 
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• the layout of the workplace 
• the physical, biological, and chemical agents they will be exposed to 
• how they will handle work equipment 
• how the work and processes are organised 
• the extent of health and safety training needed 
• risks from particular agents, processes and work 

 
Insurance 
 
You are legally required to have in date employers’ liability insurance  
https://www.hse.gov.uk/youngpeople/apprentices.htm  
 
 

Apprenticeship Training for New Employers 
 
Once you have completed the sign up of your apprentice then we will offer you the chance to 
complete three training packages to help you better support your apprentice  
 
At Skern Training & Skills (STS) we put our all into ensuring that each apprentice: 

• achieves their full potential 
• adds maximum value to the business they are working for 
• should be best prepared for their EPA (End Point Assessment) 

 
For this to happen, we need employers to work closely with the STS team and to fully understand 
the apprenticeship programme, the key terminology used and the requirements of the EPA. To help 
facilitate this we have put together some short e-learning and face to face training. 

Session 1: Introduction to Apprenticeships   
Format: e-learning  
Duration: 45 minutes  
Outcomes:  

• Key terminology 
• Roles of the training specialist 
• Compliance and 20% off the job training (OTJT) 
• 80% On the job training   
• Maths and English requirements 
• Knowledge, Skills and Behaviours explained 

Session 2: Mentor Training   
Format: e-learning 
Duration: 45 minutes  
Outcomes: 

• Role of the mentor 
• Accessing and using Bud – Bud online training link to be shared  
• Cognassist – online training link to be shared 
• BKSB and how you can support those apprentices working on Maths and English 
• RAG report, supporting of and closing the loop on apprentices needing support or at risk 
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Once complete, we will arrange a teams meet with yourself and a member of the STS 
team to talk through any questions you might have.  

Session 3: Preparing for End Point Assessment    
Format: Face to face or virtual (via Teams)  
Duration: 45 minutes  
Outcomes: 

• Gateway requirements and moving through to End Point Assessment 
• Requirements of the End Point Assessment 
• Helping prepare the apprentice for EPA 

Contacting STS 
 
Please contact any member of STS if you have any questions or concerns or just want to share a good 
news story linked to your apprentice.  We are here to work closely with you and your apprentice to 
ensure your apprentice receives an outstanding experience with high quality training and support and 
meets all your business needs.  
 
Once your apprentice completes their apprenticeship then there are a number of different options to 
consider, all of which we will discuss with you on a one-to-one basis.    
 
 
E mail - enquiries@skerntrainingandskills.co.uk 
 
Telephone - 020 3058 4517 
 
Web link - https://www.skerntrainingandskills.co.uk/ 
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