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introduction
Stroud District Council is committed to developing a workforce for the future. Apprenticeships are a way to ensure we develop existing and newly recruited staff to a national standard, whilst maximising the funding and training provision available. 

We value the skills, diversity and innovation that apprentices bring to the workplace from all 
part of the district.   A collaborative approach to Apprenticeships with a shared policy will 
ensure that apprentices gain transferable skills to benefit the Council and community as a 
whole.
POLICY STATEMENT
The purpose of this policy is to outline the position on apprenticeships for new and existing staff and aims to provide clear guidance for managers and apprentices. 

The policy supports the aims to create opportunities for people to start their career in a support role, support people to be the best they can be in the job they do and provide opportunities for career progression.

The policy is being implemented to meet the requirements of the government’s vision for apprentices 20/20; where it is intended that increasing the quality and quantity of apprenticeships will help to address skills shortages in the workforce. The policy also responds to The Enterprise Act (2016) which sets a target for all public sector employers with over 250 staff to ensure apprenticeship recruitment annually represents 2.3% of the workforce. 
WHAT IS AN APPRENTICESHIP?
Apprenticeships combine practical training in a job with study to learn new skills and gain a 
nationally recognised qualification.  

To undertake an apprenticeship at Stroud District Council, you must be over 16 years old, employed by the Council, be studying for an approved apprenticeship qualification with training provided by an approved apprenticeship provider. You will be expected to have off-the-job training for the duration of the apprenticeship in which to develop your abilities. 

Apprenticeships are for new and existing employees, over the age of 16 (apprenticeships 
have no upper age limit) and all apprenticeships must have a contract duration of at least 12 
months and 1 day.

Apprenticeships are no longer just for lower level entry into the Council, there are a variety of 
levels which are shown below (please note that the level 7 is no longer available for employees to undertake as an apprenticeship over the age of 18, or 21 for care leavers):

	Name of Apprenticeship
	Level
	Equivalent Educational Level

	Intermediate
	2
	GCSE

	Advanced
	3
	A Level

	Higher
	4, 5, 6
	Foundation degree and above

	Degree
	6 & 7
	Bachelor’s or master’s degree



Please note that from 1st January 2026, Level 7 apprenticeships will only be available for candidates aged 18 or under, or 21 and under if a care leaver.

The public sector target will affect all public sector employers with over 250 staff. The target 
will be set at 2.3% of the total workforce headcount. The target will need to be delivered 
annually with 2.3% of staff starting an apprenticeship qualification.

Education providers must be registered with the ESFA to deliver apprenticeships in order to 
be able to access funding. A full list of education providers and the apprenticeships they can 
deliver is available on the digital apprenticeships service or HR.

Apprentice Levy
The Apprenticeship Reforms came into force in April 2017. One of the main outcomes from 
these reforms is the introduction of the Apprenticeship Levy, which is charged at 0.5% of 
the overall pay bill, minus an annual allowance of £15,000. The levy is paid monthly via 
PAYE. The levy funds are topped up by Government by 10% each month to provide a Levy 
fund that can be used to meet the cost of apprenticeship learning from a registered learning
provider (our current providers being SGS College & Lifetime Training Group Ltd). All funds
are managed through an online digital account. 
ROLES AND RESPONSIBILITIES OF THE APPRENTICESHIP TEAM

Apprenticeship Programme Lead 

· To ensure stakeholders are supported with the policy and procedures for employing an apprentice or embarking on apprenticeship qualifications. 
· To present the business case, options and risk assessment of new programmes to relevant stakeholders. 
· To lead the procurement process for the selection of education providers, working in partnership with other Councils where appropriate. 
· To be responsible for the financial management of the apprenticeship training budget and drive value for money. 
· To be responsible for accessing Apprenticeship Levy funding on behalf of the Council and for maximising the funding drawn down. 

Apprentice Co-ordinator

· To offer support and guidance to the line manager and mentors 
· To ensure the apprentice receives a Council induction. 
· To identify opportunities for apprenticeships in workforce plans and from evaluating best practice elsewhere within the Council and beyond. 
· To monitor the contract management with education providers and hold providers to account for delivery. 
· Build a strong talent pipeline of future apprentices (for example, through collaboration with schools and colleges, local authorities and charitable organisations). 
· To ensure consistent communication and stakeholder engagement for apprenticeship programme. 
· Identify a suitable mentor for apprentices if required 
· Support the recruitment of apprentices ensuring fair and equal treatment in line with existing recruitment policies. 
· Work with the Apprentice Strategic Lead and/or training provider and keep them informed of progress at identified handover points. 
· Support recruiting managers when considering apprentices for their vacancies. 
· Support the development of new and existing workforce skills via apprenticeship qualifications. 
· Liaise with training providers who can deliver suitable apprenticeship qualifications. 
· When completing learning needs analysis consider apprenticeships as suitable solutions. 
· Seek feedback on training provider quality.
· Liaise with the Apprentice Strategic Lead on training provider performance and relevant apprenticeship feedback from stakeholders. 

Line Managers 

· Adhere to all existing Council policies in the management of an apprentice ensuring fair treatment. 
· Consider all Stroud Grades 1 and 2 vacancies as apprenticeships where appropriate. 
· Release apprentice for appropriate study time, to be agreed in advance with apprentice and tutor. 
· Attend quarterly review meetings with apprentice, Apprentice Co-ordinators and their tutor to define objectives and feedback on progress. 
· Support the development of relevant skills in the workplace by giving suitable experiences and responsibilities to the apprentice linked to their objectives. 
· Maintain dialogue between apprentice, apprentice co-ordinators, tutor, mentor and raise issues as early as possible 

Apprentices 

· Adhere to all existing SDC policies. 
· Attend apprentice induction and complete all mandatory training. 
· Remain up to date with apprenticeship course work and evidence as instructed by tutor. 
· Attend all scheduled apprentice training, action learning sets and meetings and agree these in advance with line manager 
· Maintain own workload seeking support from line manager, apprentice co-ordinator mentor and tutor when needed

RECRUITMENT OF APPRENTICES (OUTSIDE OF THE HR APPRENTICE RECRUITMENT CAMPAIGNS)
All new vacancies should be considered as a potential apprenticeship opportunity, if an appropriate framework/standard is available – recruiting manager can identify apprenticeship standards here: https://www.gov.uk/guidance/search-for-apprenticeship-standards (if recruiting separately from the HR apprenticeship cohort). This should be explored with the Apprenticeship Team in HR around feasibility and options of converting the role into an apprenticeship. 

Salary and course funding (5% of course fee if overspent on Levy funds) must be authorised by completing an ATF form HERE which will need to be presented to the Resources Group – the recruiting manager will be required to attend the meeting to justify the post.

A structured job role will be created by the recruiting manager to ensure the apprentice gains work experience and supported learning and development towards a nationally recognised qualification. The manager will identify learning objectives in line with the learning needs of the apprentice. All apprenticeship frameworks and standards to be used will be to the specification of Apprenticeship Standards and Frameworks for England that have been approved.

The apprentice must have passed their apprenticeship training and End Point Assessment where applicable within the allocated time (unless an extension has been granted due to unforeseen circumstances). 

The successful candidate will have the values and potential to succeed and will be working towards, and not already hold, the relevant qualifications and competencies for the role. 

Recruitment processes and employment checks will conform to existing Council recruitment policies. However, for apprentices under 25 where 3 years of employment history is not available then education references or character references will be acceptable. 

The apprentice will be issued with an apprenticeship agreement that will be subject to the same policies and procedures as any other member of staff, on the condition that the continuation of their employment is being contracted to complete a specific course of training over a specific duration of time.

Where a job description is in place for the existing post the following statement should be added; 
 
 “The apprentice should be expected to fulfil the full role and responsibilities by the end of the training”

Consideration will be made if the apprentice is being managed under capability, disciplinary or attendance 

The apprentice’s employment can be terminated in line with the Disciplinary policy if: 

· They commit a serious breach of their obligations as an employee 
· They persistently fail to meet a satisfactory level of conduct or performance relevant to their role as an apprentice 
· They fail to maintain sufficient attendance and/or fail to attain the necessary standard required by the relevant education provider for them to proceed with training 
· They cease to be entitled to work in the United Kingdom. 
EXISITING WORKFORCE – UPSKILLING STAFF
Existing staff are eligible to apply for apprenticeship training and qualifications via the agreed process outlined in the Learning and Development Policy – please complete an ‘upskilling form’ to request to start an apprenticeship that has been agreed with the line manager (there will be a small course cost to the service). This should be linked to the current job role and detail the benefit to the Council for supporting the leaner undertaking the apprenticeship.

Apprenticeships should be considered where possible as the preferred option when developing existing staff skills and preparing them for future roles, addressing skills gaps and service delivery needs and succession planning.

Existing staff completing apprenticeship qualifications relevant to their role will continue on their current terms and conditions of employment, their pay will not be affected. 

Employees will need to be able to commit to the full apprenticeship terms including day release and exam release.  For any apprenticeship course that is not completed employees may be liable for the cost of the time given towards the apprenticeship (off the job, day release) and the cost charged to the service (5% of course costs) as per the Learning & Development Policy.

If the Council has an agreed study leave policy in place, the principles of this would apply to apprentices around time off, funding and any pay back arrangements. 

APPRENTICESHIP PROVIDER
The Apprenticeship Team will use the Register of Approved Training Providers (RoATP) as 
well as council procurement rules, to identify providers for each apprentice.  These are 
usually colleges or private companies. 

If managers have a preferred provider, the Apprenticeship Team will check if they are on the 
RoATP and they pass the procurement standards. 

Training providers have a key role to play in providing off-the-job training, assessing 
progress and supporting generally during an apprenticeship.  They work very closely with the 
council to ensure that you receive an induction programme which will consist of:

· A detailed training plan (including on-the-job training)
· Regular progress reviews
· Opportunities to put into practice off-the-job learning so that you can achieve your  qualifications/requirements of the apprenticeship
· Mentoring and general support throughout your apprenticeship

OFF THE JOB TRAINING
All apprentices on 30 hours or more, must spend at least six hours of their working week in off-the-job training or learning. For part-time apprentices, off-the-job hours will be calculated before the commencement of the apprenticeship. 

This is learning which takes place outside the typical day-to-day working environment. It contributes to the achievement of the apprenticeship. This includes training delivered at the apprentice's regular place of work. It must not be part of their everyday working duties. 
An apprentice must complete a monthly timesheet. These will evidence attendance and study time, and activities undertaken as part of the off-the-job training. 

An apprentice must meet with their training provider at least every four weeks.

The off-the-job training will be directly relevant to the apprenticeship standard and must: 
· be planned, reviewed and evaluated by the apprentice and a tutor, teacher or manager 
· allow access as and when required by the apprentice either to a tutor, teacher or manager 
· be delivered during contracted working hours 
· be provided through one or more of the following methods: 
· theory training
· lectures/classes
· online learning/webinars/research
· practical training: 
· shadowing 
· mentoring 
· training sessions
· attendance at competitions 
· learning support and time spent writing assessments or assignments 
· be formally recorded, either in a diary or workbook, and be verified by a timesheet (this will be provided by the training provider) 
For further guidance from the Department for Education, read apprenticeship off-the-job training: policy background and examples.  

apprentice support 
All newly recruited apprentices should have an identified apprentice mentor. 
Mentors are an additional level of support for the apprentice to the line manager and their HR contacts. 

Mentors should be identified by the Apprentice Co-ordinators in advance of the apprentice starting.  This is an opportunity for existing staff to gain leadership experience. 
Mentors should complete the relevant training in advance of the newly recruited apprentice starting in their role (Level 2 effective mentoring skills). 

Apprentices and Mentors should complete a Mentoring form HERE.

SAFEGUARDING APPRENTICES
The Council is committed to safeguarding and promoting the welfare of all apprentices. This includes protecting them from all forms of harm, including physical, emotional, and sexual abuse, neglect, exploitation, and any other risks to their safety and well-being. The Council recognises its legal and moral duty to ensure that apprentices are supported in a safe and nurturing environment, both in the workplace and during their learning.

Legal Framework

This policy is underpinned by the following key legislation and statutory guidance:

· Children Act 1989 & 2004
· The Safeguarding Vulnerable Groups Act 2006
· Sexual Offences Act 2003
· Health and Safety at Work Act 1974
· Working Together to Safeguard Children (Statutory Guidance)
· Keeping Children Safe in Education (2024)
· Apprenticeships, Skills, Children and Learning Act 2009
· These documents collectively establish the responsibilities of employers, training providers, and local authorities in safeguarding apprentices, particularly those under the age of 18.

Scope and Application

This policy applies to all Council staff, contractors, and partner organisations involved in the delivery, supervision, or support of apprenticeships. It is particularly relevant where apprentices are under 18 years of age, who are legally considered children.

Safeguarding Responsibilities

The Council will:

· Recognise and fulfil its legal duties in safeguarding apprentices.
· Ensure all apprentices are protected from harm, abuse, and neglect.
· Create a safe and supportive environment that promotes well-being and development.
· Provide clear procedures for identifying, reporting, and responding to safeguarding concerns.
· Ensure all staff and employers understand their safeguarding responsibilities and are appropriately trained.
· Promote a culture of openness, trust, and mutual respect between apprentices, mentors, and employers.

Safeguarding in the Workplace

Employers and workplace supervisors must:

· Understand that apprentices under 18 are legally children and require appropriate safeguarding considerations.
· Use age-appropriate language and maintain professional boundaries at all times.
· Be vigilant to signs of distress, harm, or abuse and know how to report concerns.
· Ensure the workplace is free from bullying, harassment, and discrimination.
· Provide a designated safeguarding contact for apprentices to approach with concerns.

Training and Awareness

All staff involved in apprenticeship delivery will receive safeguarding training appropriate to their role through our E-learning platform. This includes:

Safeguarding Children Level 1

· Background to safeguarding children
· Introduction to child abuse
· Recognising abuse and neglect
· If you have concerns
· Responding to a disclosure – what you should do

Safeguarding Children Level 2

· Responding to a disclosure – how to ask questions
· Referring safeguarding concerns
· Recognising and avoiding dangerous safeguarding practice
· Chronologies

Safeguarding Adults Level 1

· What is adult safeguarding
· What is abuse and neglect
· Recognising adult abuse and neglect
· Responding to a concern

Safeguarding Adults Level 2

· Safeguarding duties and responsibilities 
· Information sharing and confidentiality 
· Safeguarding enquiries


Monitoring and Review

This policy will be reviewed annually or in response to changes in legislation or guidance. The Council will monitor safeguarding practices across apprenticeship programmes to ensure continuous improvement and compliance.
· 
RELATED DOCUMENTS
· Corporate Safeguarding Policy
· Recruitment Policy
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