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North Tyneside Council’s Employment and Skills 

service consists of a number of key areas which 

includes the promotion and delivery of  

apprenticeships. 

 

As an integral part of North Tyneside Council,  

the Employment and Skills service has forged an 

excellent reputation and track record in  

delivering high quality apprenticeship training.    

 

Our schools, residents, partners and businesses 

can be confident that when they engage with us, 

the services they receive will make a positive and 

measurable impact on the outcomes they are 

looking to achieve.  

 

Our highly qualified and skilled team has relevant 

up to date industry knowledge, underpinned by 

significant experience in delivering a wide range 

of business focused training programmes. 

 

To support this the latest OFSTED report on  

the service (2018) commented, “Leaders and 

managers have a well-articulated strategy to  

provide a wide range of courses to meet local 

employers’ and residents’ needs”. 

 

This handbook will give employers an  

understanding of what the end-to-end  

apprenticeship process looks like, the range  

and scope of support available and what will be 

expected of companies who employ an  

apprentice.    

 

The Employment & Skills Service 

An apprentice is an employed member  

of staff, with a contract of no less than  

12 months, who is learning relevant skills 

and receiving training towards their  

qualification or set of apprenticeship  

standards. 

 

An apprentice receives support and skills 

development in their chosen occupational 

area. 

 

An apprentice will grow into a valuable 

member of your team who displays  

professional behaviour, carries out best 

practice and has a depth of knowledge in 

their chosen occupation. 

 

Additionally, apprenticeships can offer a 

means of developing existing staff with  

the aim of increasing productivity and  

innovation. 

 

 

What is an apprentice? 



Talk to us about your  

workforce development 

needs. 
We will help you to understand 

how an apprenticeship  

programme can be part of a 

long-term workforce solution,  

explain the funding and the 

range of support we will  

provide.  

Give some thought to your 

requirements  
Confirm the type of job role you 

are considering and when you 

would like the apprentice to start. 

We will provide impartial advice 

about what is the most  

appropriate programme and  

how things will work to ensure 

you get the best fit for your  

organisation. 

Select and appoint the  

successful candidates  
Once the role is agreed, if  

required, we will help you  

develop a job description and  

assist you through the  

recruitment process to include 

advertising the job on your  

behalf and will provide support 

for both selection and  

assessment. 

STEP 1 STEP 2 STEP 3

Implementing and commencing the  

process 
We will complete all the required administration 

processes required including accessing employer 

incentives. We will also put a team in place to  

work with you to support both your company  

and the apprentice to enable them to fulfil their  

potential throughout the length of the  

programme.  
 

 

Over the course of the training and on  

completion  
As the training provider, we will work with the  

apprentice to achieve their goals and develop  

their English and maths skills. There will also be 

regular reviews with you as the employer to ensure 

the training is relevant and of the quality required 

for the apprentice to fully contribute to the  

business aims. 
  
 

 

Apprenticeships in five easy steps 

As an employee the apprentice is the responsibility 
of the employer just like all other members of staff. 
Working closely with us will ensure that all  
components of the apprenticeship are being met 
and that the apprentice is well supported and  
making good progress. Some of the requirements 
that the employer should be aware of: 
 

The employer is required to ensure that the  
apprentice is supported in the workplace and is 
receiving training and coaching in a variety of 
work which meets the requirements of their 
chosen apprenticeship.   
The employer ensures that the apprentice  
receives at least 20% off-the-job training time to 

complete coursework and to attend all training 
sessions.  
Where the apprentice does not already hold 
the required level of English and maths  
qualifications, they will be required to attend 
weekly sessions until the required level is 
achieved. 
The employer provides feedback to the  
apprentice to improve their work-based skills 
and develop their confidence.  
Carry out workplace performance reviews and 
contribute to reviews with the apprentice and 
training provider.   

 
 

The employer 
 

There are some key roles with responsibilities which will ensure the successful training of an apprentice.  

The following are the main ones for each element of what is a working partnership: 

Roles and responsibilities 

STEP 4 STEP 5

1 2 3 4 5



As the training provider, we carry out regular training and assessment towards the apprentice’s  

qualification(s). We ensure that the apprentice receives appropriate on-the-job and off-the-job training 

through regular assessment and sharing progress with you, the employer, during the review process.  

We are also responsible for drafting contracts, carrying out initial health and safety risk assessments and 

recording the apprentice’s off-the-job training time. 

 

 

 

The training provider 
 
 

As an integral member of staff and a representative of your company, the apprentice must always 

demonstrate a good standard of behaviour.  

  

Good behaviour and application are always expected – both in the workplace and away from it.  

The apprentice commits to learning new skills, knowledge and will by integrating into your company  

develop behaviours and attitudes appropriate to your workplace. This includes attending all training, 

submitting coursework on time and taking part in reviews with their employer and training provider. 

 

The apprentice  
 

These reviews are integral to the successful  

completion of the apprenticeship with the employer 

involved from the outset.  

 

During these reviews, the employer, apprentice and 

tutor discuss on-the-job performance and progress. 

Any other issues supporting development can also 

be discussed during reviews.  

 

Towards the end of the apprenticeship, the review 

process will help inform the decision as to when the 

apprentice is ready for an end-point assessment and 

achieve their qualification.

The three-way reviews 

Health and safety is an important element of  

any workplace and it is essential that apprentices 

are working in a safe environment. During the 

sign-up process we are required to complete a 

health & safety risk assessment for each  

apprentice that you recruit. The tutor, whilst 

completing the sign up, will guide you through 

the process and you may be required to show 

your public liability insurance certificates to  

ensure you are adequately insured when taking 

on an apprentice.  

If your organisation requires DBS checks this is  

your responsibility and should be completed  

before you employ the apprentice. You are also  

required to supply any personal protective  

equipment required for the role and ensure this is 

maintained and suitable for the role. Health and 

safety discussions are part of every apprentice  

review meeting to ensure apprentices feel safe and 

supported in their working environment. 

Health and safety 

There are a number of processes in place to help both the employer 
and the apprentice make the best of their experience: 

Support and a partnership approach 



All apprentices trained by us collect their evidence using an e-learning platform called One File. 

They receive training on how to access the system during their induction. Apprentices are required 

to access the system regularly and as part of their 20% off-the-job requirement it is their  

responsibility to record all off-the-job training time. As an employer you are also offered the  

opportunity to access the system to review progress. We offer all employers comprehensive  

ongoing support to access and understand the system.  

One file 

We are legally required to ensure all apprentices are kept safe during their programme.  

We aim to create a learning environment that is safe, respectful, fair and free from abuse and  

discrimination. 

 

Prevent is a national strategy that ensures people are kept safe from radicalisation or extremism 

and offers support when people are seen to be at risk.  

 

Prevent: 

identifies people who are at risk of radicalisation  

works with partners to safeguard individuals 

challenges extremist ideologies  

deals with all forms of terrorism and extremism  

 

If you are concerned about an apprentices’ safety, then please refer to the contact details given 

later in the document.

Prevent and safeguarding 

The Employment and Skills service ensures all apprentices plan for their future career and  

prepare for the next stage of their development after their apprenticeship. This is achieved 

through four half-day modules during the latter stages of the apprenticeship programme and  

will cover things like CV writing, preparing for interview, completing application forms and  

identifying any additional training requirements. The apprentice will be given dates when these 

sessions take place it is important that they are encouraged to attend. 

 

Employability support 

There are some rare cases where some additional support is needed. We provide a dedicated support 

service to help employers and apprentices work through problems or concerns to overcome barriers and 

challenges. This aspect of support is offered on a confidential, one-to-one basis, and ensures that the 

agreed course of action has the best interest of both parties in mind.    

 

Learning mentor service 

An important element of all apprenticeships is the 20% off-the-job training which the apprentice is  

required to complete. The following illustration will help employers determine what is and what is not 

covered. If you’re unsure please speak to the tutor.     

 

 

Off-the-job training  
 

Off-the-job training  
must make up at least 

20% of the apprentice’s  
contracted hours, over  

the total duration of the  
apprentice’s planned  

training period.
1

 
If needed, English and 
maths training must be 

on top of the 20% 
off-the-job training 

requirement.4
Progress reviews and on- 
programme assessments 

do not count towards 
20% off-the-job training, 

as they do not deliver 
new knowledge, skills 

and behaviours.
3

 
Off-the-job training  
can be delivered in 

the aprrentice’s 
normal workplace or 

at an external location.2
Key facts

This isn’t off-the-job training

This counts 
as off-the-job 

training
NO

YES YES YES YES

NO NO NO

Has the  
individual 

begun their 
apprenticeship 
programme?

Is the activity 
directly relevant to 
the apprenticeship 

standard or 
framework?

Is the activity 
teaching new 
knowledge, 

skills and 
behaviours?

Is the learning  
taking place within 

the apprentice’s  
normal (contracted) 

working hours?

Off-the-job training: steps to help you determine 
whether an activity counts as off-the-job training

Brought to you by 
National 
Apprenticeship 
Service

You can find further details about off-the-job training including 

best practice examples in the apprenticeship funding rules and 

the apprenticeships: off-the-job training guidance on GOV.UK.



Does the apprentice have to attend college 
or training days off-site?  
The qualification will mainly be delivered at your workplace 

but will also include off-site training. 

 

 
Who in the company will be responsible for the apprentice? 

Normally an employer will nominate a member of staff who will act as a first point of contact and 

mentor. Your apprentice will be assigned a tutor who will guide you both through the apprenticeship. 

You will be able to contact the tutor to discuss any aspect of the process at any time.   

 
 

Do I have to provide any training?  
You will need to provide induction training to include initial health and safety workplace training  

and any job-specific or mandatory training for the role.  

 
 

What about holiday entitlement?  
Apprentices are entitled to the same holidays as other employees within your organisation - the  

minimum being 20 days plus bank holidays.  

 
 

What hours can an apprentice work?  
Most apprentices normally work a minimum of 30 hours per week (excluding meal breaks).  

They can work shift patterns and weekends to fit your business needs.  

 
 

What if taking on an apprenticeship does not work out as expected? 

The apprentice is under a contract of employment with you, therefore you will be able to use your 

usual disciplinary procedures if required. It is advisable to include the training provider in any  

disciplinary procedures at an early stage. 

 
 

What happened once the learner has completed their apprenticeship?  
You can consider an advanced apprenticeship option for progression onto higher or degree levels - 

or simply make the most of your newly qualified employee. 

 

 

 

EMPLOYER
FAQs



Apprenticeship General Enquiries  

0191 643 2288 

curriculum.support@northtyneside.gov.uk 

www.skillsnorthtyneside.org.uk 

 

Learning Mentor Service 

0191 643 2288 

LearningMentor@northtyneside.gov.uk 

  

Prevent and Safeguarding Team 

0191 643 8811 or 0191 643 8775 

Safeguarding (out of hours) 0345 2000 109  

Prevent (out of hours)  0800 789321 

 

 

 

Employment and Skills Service 

North Tyneside Council 

Norham High School 

East Wing 

Alnwick Avenue 

North Shields 

NE29 7BU
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