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Funding

A company with a wage bill of over £3 million per
annum will have a levy fund, which it can utilise to
fund apprenticeship training. A company who has a
wage bill less than this, can still access Government
funding to support the apprenticeship course costs.
The government cover 95% of the cost, whilst the
company, with what is termed “co-investment”,
contribute the remaining 5%. (NB For employers who
have a levy fund: if, in any given month, the levy fund
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Pro-Forma

Once initial discussions have taken place between
the Employer and the University, the frst step is
for candidates and their Employer to complete the
pro-forma document, which will ask for specifc
information including:

* The candidate’s work contact details —
phone, e-mail and normal working hours

* Contact details of Apprentices line manager /
sponsor, who will provide support throughout
the apprenticeship

* The Apprenticeship Lead’s (the person who is
responsible for setting the learner up on DAS)
contact details.
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Application

If successful at interview, the candidate will be sent an
On-line application link by their Programme Team.

Sign-Up Paperwork

Once the application is completed, the
Apprenticeships Team will then begin to create a
candidate’s paperwork. All sign-up paperwork must
be completed and returned to the Apprenticeships
Team four weeks prior to the Apprentice’s frst day of
learning. A candidate’s start date may be delayed if
the paperwork is not returned on time. The paperwork
includes:

* Training Plan



Off-The-Job Training

Off-the-job training (OJT) is the learning received by
the Apprentice during their normal working hours,
but is undertaken outside of the normal day-to-day
working environment. OJT can include training that
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End Point Assessment (EPA)

EPA is the fnal stage of an Apprenticeship. It is an
impartial assessment of whether or not the apprentice
has developed the skills, knowledge and behaviours
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