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At City Gateway we work with disadvantaged
young people aged 16-24 equipping them with
the skills, experience and qualifications they need
to change their future. They may not have had a
straightforward start in life but regardless of their
past we work with them to give them the
opportunities that might otherwise not be
available to them. While we give them the skills
and experience employers are looking for, our
young people may not have had a formal job
before and may need some additional support to
settle in to the workforce to reach their full
potential.
This guide aims to help our employers – small
and large and from across all sectors – provide
eﬀective support for apprentices aged 16-24. It
outlines steps employers can take to make their
recruitment practices accessible for young
people, gives examples of on-the-job support for
young apprentices in the workplace, and
provides information on sources of additional
funding which employers can use to support
young apprentices.
HR Magazine (2018) reported that “diverse companies are better able to attract talent, achieve
stronger brand perceptions and boost overall
employee satisfaction”. Working with our BAME
young people can be vital for organisations
looking to create a workforce more reflective of
the local community.

Introduction

Young apprentices can be some of the most
dedicated workers, bringing fresh perspectives
and new skill sets into the workforce. They
provide opportunities for employers to ‘grow
their own’ and develop a crucial talent pipeline
for businesses.
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The benefits of employing our
young apprentices

Bringing new skills and fresh perspectives to the workplace
Our young apprentices may bring with them new skills and experiences which are
missing from your workforce. This can enable them to oﬀer fresh perspectives on
your business and suggest more eﬀicient and eﬀective ways of delivering work.
Some of our employers also use apprenticeships as a way of upskilling young
people to meet their current and future skills needs. This can be particularly helpful
for employers with an ageing workforce and those who require bespoke or
specialist skills which may not be covered by a standard college course.

Helping existing staﬀ to develop new skills and experience
Mentoring or line managing a young person can provide opportunities for your staﬀ
to develop new skills and competencies at work. Any mentoring or shadowing that
takes place in addition to the usual working week can be counted towards the
apprentice’s required 20% oﬀ-the-job training.

An opportunity to ‘grow your own’
Young apprentices are often new to the workplace, which gives you the chance to
instil your company’s culture from the start. This can help the apprentice to quickly
integrate into your way of working and gain the skills and behaviours needed to
progress within your company.
In return for investing in their skills, research has found that ‘home grown’ young
apprentices tend to be loyal and are likely to stay on with their employer. Over time,
this saves costs on recruitment and ensures skills are kept within your workforce

Making a diﬀerence to young people’s lives
Recruiting a young apprentice can help them get on the first step of their career
ladders and shape their future for years to come. You can help them gain the skills
they need to be a success in their chosen career, while boosting their confidence,
independence and resilience.

Business improvement project
Every business is continuously looking for ways to improve, as part of their
qualification apprentices will have to identify a process or operating practice that
needs to be improved within their organisation. They will develop a project plan and
work with their employer and City Gateway to plan, manage, communicate,
implement, monitor and report results of their project. Benefits that could be
derived include improved productivity, quality of work and customer satisfaction.
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Financial support for recruiting
young apprentices

While recruiting a young apprentice can bring a range of benefits to your company, there
may be additional costs involved in supporting them to perform well in their role. In
recognition of this, there is funding to help you as an employer to better support your
young apprentices.

£1,000 additional funding

National Insurance savings

All employers can claim £1,000 when they
employ an apprentice who is:

All employers are exempt from paying
employer class 1 National Insurance
contributions for apprentices under the age
of 25 on earnings below £827 a week (or
£43,000 per annum).

• aged 16 to 18
• aged 19 to 24 and has previously been in
care
• aged 19 to 24 and has an education,
health and care plan (EHCP)
You don’t have to use the funding to
provide specialist support to a young
apprentice. However, some of the case
studies in this guide show how employers
have successfully used the money to
address their young apprentices’ needs.
For more information about eligibility for
this funding and how it is paid, search for
‘apprenticeship funding’ on gov.uk

No training costs for small
employers
If you own a small business (i.e. you have
fewer than 50 staﬀ members) then the
government will pay 100% of the training
costs for an apprentice aged 16 to 18, or
an apprentice aged 19 to 24 who is a care
leaver or has an EHCP.
You can also still claim the additional
£1,000 mentioned above for each
apprentice recruited.

This means that employers who have an
apprentice aged 21 to 24 paid at the
current* National Minimum Wage would
save around £1,500 in National Insurance
contributions over the course of a 12-month
apprenticeship.
If the apprentice is paid the current* Real
Living Wage, this saving increases to over
£2,000 per year. You can find the current
National Minimum Wage rates at
www.gov.uk/national-minimum-wage-rates.
To be eligible for the exemption, your
apprentice must be on one of our
government approved apprenticeship
standards.

Save on head count
We will employ your apprentice through our
government approved Apprenticeship
Training Agency (ATA) leaving you to be
their ‘host employer’ for the duration of
their apprenticeship taking the pressure of
your head count numbers thereby saving
you both time and money to invest back into
the business.

* Correct at time of publication - June 2020
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Four ways to embed apprenticeships
into your workplace

1
2
3
4

Apprenticeships should be integrated into workforce planning
and aligned with business need and growth strategies.
Apprenticeships should be targeted at areas where there are
clearly identified skills gaps and shortages or future areas of
growth.

Apprenticeships should oﬀer a training route to a skilled role.
Employers should invest in high-quality apprenticeships which
provide the most value to both the individual and the employer.
The minimum for an apprenticeship is 12 months; however,
most high-quality apprenticeships take longer to complete,
sometimes up to four years.

Recruitment strategies should aim to maximise equality and
diversity in apprenticeship programmes.

Provide practical support and guidance, including regular
meetings with line managers and additional mentors, to support
apprentices.

12-13

You can pick and choose the suggestions that
suit your workplace. You don’t have to put all
examples in place to support a young apprentice,
and not all of these tips are appropriate for every
employer.

Support

This section provides you with practical advice
together with examples of support that you can
put in place for young apprentices in your
workplace. It covers both the recruitment and
in-work support of apprentices.

14
Recruitment and selection
As an employer you will have a dedicated member of staﬀ to liaise with regarding
recruitment from start to finish
There are a range of steps you can take to ensure that your apprenticeship recruitment
process is appropriate to the needs of a young person.These include:
Review job descriptions and person specifications to ensure that the skills and experience
required are suitable for somebody ‘learning’ the role. So, re-think if experience and certain
qualifications are essential.
Ensure the job description covers the knowledge, skills and behaviours that an apprentice
has to learn as part of their apprenticeship. Go to www.instituteforapprenticeships.org for
suggestions of what to include in your job description.
Use diﬀerent recruitment methods to promote your job vacancy to a group of City
Gateway trainees, observe them carrying out a team building exercise and talent spot your
future apprentice.
We’ll help you advertise your vacancy in a range of places including on our website and on
‘Find an Apprenticeship’ on the Government’s website.
Recruiting through our Traineeship programmes. A diﬀerent approach to the recruitment
of young apprentices is to start them on a job-readiness programme rather than recruiting
directly to an apprenticeship. Traineeships, internships and/or work experience or
placements can be a great way of supporting a young person to develop the skills and
competencies they need for your apprenticeship programme. It also gives you a good
opportunity to see if they are a good fit for your business.
Choose interview questions that are relevant to a trainee and not an experienced member
of staﬀ. Remember an apprenticeship is about working and learning at the same time.
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Ways to support a young
apprentice

Stay in touch before your
apprentice starts work
To prepare successful apprentices for Day 1
in the workplace, your apprentice’s line
manager should get in touch with them
before they start. This will ensure that
apprentices are aware of what will happen
on their first day, what to wear and what to
bring, as well as answering any questions
they may have.

Provide a mentor or coach as well
as a line manager
Regular one-to-one meetings with their line
manager can give a young apprentice
plenty of opportunities to discuss their
progress, any diﬀiculties they may be
experiencing and for managers to identify
any additional support needs. Some
employers prefer line managers and
mentors to be distinct, and young
apprentices may find it helpful to have a
‘mentor’ who is responsible for their
personal development.
Some employers have oﬀered mentoring
opportunities to a team member other than
the line manager. Others have used a
‘buddy’ system, with older apprentices
taking on a peer-mentor role for young
apprentices. Both forms of support are
equally as eﬀective in helping apprentices
to grow, develop and thrive. Mentoring can
be a really helpful way of developing your
staﬀ while giving them CPD recognition.

Social enrichment activities
Providing apprentices with some form of
social enrichment can prove hugely
beneficial. This can be a great way for both
apprentices to bond with each other and
the wider workforce and can help
apprentices to settle into the workplace and
enjoy their apprenticeship experience.
Creating a community of young apprentices
in the workplace also enables them to
support each other by talking about their
shared experiences and finding solutions to
common challenges.
Enrichment activities could include peer-led
support networks, which are open to all
staﬀ including apprentices. The equality
and diversity network group provides space
for staﬀ members to share their
experiences, as well as advise on its
disability policy and practice.

Make the apprentice feel
welcome
Once the apprentice is in post, their line
manager should carry out a thorough
induction. On their first day, the apprentice
is given a ‘welcome handbook’, which
provides information about the business, a
set of tasks to complete and a schedule for
their first two weeks. To integrate them into
the team, apprentices have time planned to
shadow each team member within the first
two weeks.
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On-the-job support

Young apprentices are likely to need some additional support to perform well in their role
and reach their full potential.
Every apprentice needs a workplace mentor – someone who understands and supports
their learning and development needs, and the concerns that go along with settling into a
new role. Take the time to help apprentices settle in, set them challenging tasks, and
check-in with them regularly to see how they’re doing.

Make sure your staﬀ are confident supporting
a young apprentice.
Before a young apprentice starts, make sure
that you speak to their colleagues to check
that they are confident in working with and
supporting a young person in the workplace.
This not only includes their line manager and
any supervisors or mentors, but also
members of their wider team who will work
alongside them.

It is important that your staﬀ have realistic
expectations of the apprentice but are also
able to set them meaningful and challenging
work which can help them develop skills,
confidence and experience. Make it clear to
your managers and employees that you want
staﬀ to feel comfortable raising issues or
support needs, that you and other managers
will take these seriously and, where possible,
put support arrangements in place. This will
help all staﬀ, not just young apprentices, to
feel supported and valued in the workplace
To achieve this, you may want to do a quick briefing in a team meeting, or have a
one-to-one with the apprentice’s line manager and mentor or pay a specialist organisation
to deliver a short awareness-raising session with your staﬀ. Check out the Institute for
Apprenticeships website for tips on mentoring an apprentice here >>
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Prior to a young apprentice starting, you can
speak to us to find out if they have any specific
support needs and how these can be
addressed. You should speak to the young
person to find out what support they would
(and would not) find helpful in the workplace.
You can explore this in their induction initially,
but it should also be part of an ongoing
conversation through supervision, mentoring
and line management meetings. Our apprenticeship trainer can support you in identifying
these needs and how your workplace can
address them. This will ensure the support is
tailored and eﬀective, and meets the needs of

Provide a thorough induction. While all staﬀ
will require a comprehensive induction,
young apprentices may need some
additional support to understand their role
and the expectations of them in the
workplace. In their induction, make sure
you provide information and support for a
young apprentice to:
Understand precisely what is expected of
them as an employee in terms of dress
code, time management and general work
behaviours
Understand their job description, their
role and how to complete their work
eﬀectively
See how their work fits with their wider
team and know where they can go to for
support if they need it.
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We will work with you to put together flexible and
bespoke training plans that meet your needs and
the needs of the apprentice.

Training

This section provides you with practical advice
together with examples of training that you can
put in place for young apprentices in your
workplace. It covers everything you need to
on-board your apprentice and deliver training.
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On-boarding apprentices and
delivering training

Training needs analysis (TNA)

Initial assessment

Before commencing training, our expert
trainers will carry out a TNA on your
organisation or on the department wishing
to recruit or up-skill an apprentice. This is so
we can see how training meets your
business objectives, covers staﬀ CPD, and
can demonstrate a real impact on
organisational success. We’ll carry out a
TNA before you sign up as part of our free
business support to ensure that training is
the right way forward for your business.

At the beginning of their training we’ll
assess an apprentice’s needs to ensure
they’re oﬀered the right support to
succeed. This will include:

Eight formal reviews
Each apprentice will have eight formal
reviews designed to ensure their regular
progression from start to finish. Reviews will
cover:
Distance travelled to ensure apprentices
make suﬀicient progress against their
knowledge, skills and behaviours.
SMART targets are set where apprentices
are making insuﬀicient progress to help
them get ‘back on track’.
‘Stretch and challenge’ apprentices to help
them exceed their expectations to achieve
higher grades.
Employer reviews. Four of the eight reviews
will include the line manager to ensure
employers can support the achievement of
learning and work competency.

Career goals and aspirations to identify
their short-term and long-term career goals
so we can help them learn the skills they
need as an apprentice to help them
progress right up to being a manager or
even director.
Diagnostic assessment of English and
maths skills to identify if we need to deliver
training to ensure they can achieve the
equivalent of GCSEs in English and maths.
Identifying personal support needs to help
them overcome personal barriers to work
and build their confidence, motivation and
resilience.

Good practice example:
Month three probationary review Behaviours.
Carrying out a joint probationary review
with your apprentice in month 3 or 4 can
be a great way of ‘setting the scene’ and
being clear about both the learning and
work objectives they need to achieve
over the remainder of their programme.
It can also be a useful time to set out
how you’d expect them to meet workbehaviours set out in the apprenticeship
standard:
• Professionalism
• Personal qualities
• Managing performance
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Induction

PICS ePortfolio

Each apprentice receives a comprehensive
induction to ensure they are fully enrolled
onto an Apprenticeship Standard and are
clear of how their training will delivered and
structured. Our induction covers:

Each learner will have 24/7 access to an
online portfolio where they can instantly
upload work, capture evidence and track
their learning.

Skill Scan to assess their competency in
the job role against the knowledge, skills
and behaviours set out in the Standard.
Health and Safety check to ensure their
safety and well-being in the workplace and
to risk assess any hazards specific to their
job role.
Individual Learning Plan (ILP). Each
apprentice will receive an ILP which sets
out their personal and learning goals which
will be reviewed and updated monthly.
Two hours of learning. Each apprentice will
receive a two hour learning activity on an
area such as Safeguarding, Prevent or
British Values.
Commitment statement – each apprentice
and their Line Manager will sign a
statement which confirms their
personalised sequenced training plan
including key milestones and next steps.

Monthly progress reports
We’ll send you monthly reports on your
apprentice’s progress including next steps
and targets. You can add your feedback too.
Or, simply ask for a login so you can view
live information on progress.

Instant portfolio. As soon as the apprentice
is enrolled they will be set up on PICS
ePortfolio which will give them instant
access to all of their learning and
assessments including feedback from their
trainer.
Tracking progress. Each apprentice and
their line manager can easily track their
progress to identify monthly progress
against each of the components in the
Apprenticeship Standard.
Multi-digital evidence capture will allow the
apprentice, trainer and line manager to
upload evidence in a range of digital
formats to ensure learning and assessment
can be delivered eﬀiciently.

Good practice example:
Project presentation (month
nine) – ‘buddying-up’
Apprentices must deliver a project
based on a process improvement. It
counts for 40% of the overall end-point
assessment. So, why not buddy-up your
apprentice with a project manager or
allow them to shadow a live work
project.
Points to consider:
• Identify a business or process
improvement
• Allocate 12-35 hours duration to start
no later than Month nine
• Familiarise yourself with the project
criteria – which includes:
IT, decision making, communications,
planning and organisation, project
management, stakeholders, processes
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Coaching competence as a way of
delivering training
‘Coaching competence’ is the main way in which we deliver training to apprentices and
staﬀ. Delivering training to businesses is a two-way process which is why we prefer to
work in partnership with you to put together flexible and bespoke training solutions
which meet business objectives – then coach and assess your staﬀ to ensure they meet
them.

Coaching competence through blended learning
We use a range of learning methods to engage learners and to personalise training.
These include:
Training
Coaching
Mentoring
Reflection
All our training can be delivered onsite in the workplace, oﬀ-site at our training centre
or online, or a mix of all three.

20% oﬀ-the-job training
Oﬀ-the-job training is a statutory requirement. It is training which is received by the
apprentice, during the apprentice’s normal working hours, for the purpose of achieving
the knowledge, skills and behaviours of the approved apprenticeship. By normal
working hours, this means ‘paid hours’. We will outline how your apprentice’s oﬀ-the
job training will be delivered in the Commitment Statement which you must sign.

What counts as oﬀ-the-job training?
Lectures, role play, simulation exercises, online learning or manufacturer training
Shadowing, mentoring, industry visits, participation in competitions
Learning support and time spent writing assessments/assignments
Training not required in the Apprenticeship Standard
Progress reviews
On-programme assessment
Training that takes place outside the apprentice’s normal working hours
English and maths training
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Two-way partnership with you to
deliver training solutions
We will help you build the right training solution based upon your
workforce development needs.

Understand your organisational needs

Build a bespoke recruitment & training solution

Secure commitment and agreement

Deliver recruitment and sequenced training

Evaluate impact on organisational success

Account development and review
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City Gateway are here to support you and your
apprentice through the process and to help
prepare you for the end-point assessment
(EPA).

Assessment

This section outlines the assessments
required during the apprenticeship and gives
you advice on how to prepare for them. These
assessments are crucial in ensuring your
apprentice develops their knowledge, skills
and behaviours (KSB) to the required
standards.
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Assessment overview
During the course of an apprenticeship there are a number of assessments a young
person needs to undertake. These assessments are designed to ensure apprentices
develop a range of knowledge, skills and behaviours (KSB) that meet the relevant
standards. We will work in collaboration with you and your apprentice to develop these
skills throughout their qualification and to ultimately prepare them for the end-point
assessment (EPA).

City Gateway
The apprenticeship coach at City Gateway will have one-to-one contact with the
apprentice at least every 4-6 weeks to assess how the apprentice is developing KSB
and to review their readiness for their EPA. This contact will vary in length and can
either take place at your oﬀice or at City Gateway’s oﬀice. The activities completed
will depend on the qualification they are undertaking and can vary from:
• Observations of the apprentices carrying out their duties
• Professional discussions where the apprentice would provide examples of tasks
they have completed and confirm what KSB’s they have developed
• Classroom or one-to-one teaching sessions on topics relevant to the their
qualification using a variety of learning resources
• Examination of work evidence produced by apprentice
• Completion of mock presentation, test and interviews to prepare them for their EPA
• Coaching on a variety of topics

The apprentice
City Gateway will assign the apprentice a variety of tasks throughout their
qualification. These will include written and verbal assignments, presentations,
projects and the gathering of evidence to showcase how they meet the KSB relevant
to their qualification and to prepare them for their end-point assessment.

The employer
We will then ask you, as their employer, to support the apprentice throughout their
apprenticeship by providing them with relevant on-the-job training. This includes any
training your apprentice needs to perform their job role and any additional support
they may need to develop KSB relevant to their qualification. We will work with you to
continually develop learning solutions to maximise the apprentice’s development
and to assess their performance through regular reviews. This will enable them to
successfully complete their end-point assessment. We will also ask you to support by
supplying testimonials and performance review reports.
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Pearson end-point assessment
(months 16-18)

Ensuring an apprentice is ready for their end-point assessments is key to them achieving
their whole programme. Which is why, from month 16, we will work with you, and them, to
practise and prepare for their end-point assessment.
To achieve their apprenticeship, apprentices must undergo an independent end-point
assessment (EPA).

Definition

EPA is a synoptic assessment of the knowledge, skills and behaviours outlined in the
Apprenticeship Standard, and has been learned throughout the apprenticeship
programme.

Assessment

It’s designed to ensure apprentices are fully competent in their occupation.

Quality

We work alongside Pearson to ensure that every apprenticeship programme delivered is:
valid and appropriate, fair and manageable.

Timing

We sign oﬀ learners in month 16 (Gateway) and book their independent EPA to be carried
out in month 18.

EPA methods

Each Standard has diﬀerent independent assessment methods. For example, for Business
Administrator Level 3, the three assessment methods include:
• Knowledge test (on screen 60 minutes and 50 marks)
• Portfolio-based interview (30-45 minutes and 60 marks)
• Project presentation (10-15 minutes and 60 marks)

Good practice example:
Month 16 Gateway Review and Declaration
Familiarise yourself with the EPA specification for the Apprenticeship Standard your
apprentice is studying to ensure you’re clear about whether you think they meet the
criteria. We will carry out a joint review with you in month 16 to determine if your
apprentice is ready for End Point Assessment and, if so, will need you to sign the
Gateway Declaration. More information on the apprenticeship specification can be
found here >>
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Further assessments
Assessing competence
We use a range of assessment methods to demonstrate that apprentices are industry
competent. These include:
• Observation
• Personal statement
• Product evidence
• Reflective account
• Witness testimony
Our trainer will discuss all of these with you as well as when and how you can provide
witness testimonies.

Impact evaluation (IE)
Upon completion of training, we’ll carry out an impact evaluation to see how training
has had an impact upon your business. We like to see real change. Training should lead
to impact such as improved staﬀ retention, reduced wastage and costs, winning new
contracts and new customers. Our Partnership Team will contact you upon completion
of training to carry out an evaluation of the impact of training and to gain your
feedback to help us continually improve.

Good Practice Example:
Quarterly standardisation and quality assurance
We work with external Quality Assurance consultants to ensure that our programmes
meet national benchmarks and are both robust and challenging. We carry out
quarterly standardisation meetings to ensure all our staﬀ are delivering programmes to
a consistently high standard.
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Key contacts in the apprenticeships team at
City Gateway
Partnerships manager
Our partnerships manager is there to ensure that all apprenticeship placements are
delivered eﬀectively and with excellence for both our apprentices and employers. They
will be your single point of contact throughout and be on-hand to answer any
questions related to recruitment and apprentice progression or concerns around the
performance of your apprentice. Once you have appointed an apprentice, our
partnerships manager will agree with you how you'd like us to check-in with you whether it's face-to-face or over the phone, weekly or monthly.

Apprenticeship coach
Our apprenticeship coaches are responsible for tracking the progress of your
apprentice against the standard. They will come into your oﬀices regularly to meet oneto-one with your apprentice as well as arrange reviews every 6-8 weeks with you.

Employability coach
Every young person City Gateway supports is offered a dedicated employability coach.
They work with our young people to help them develop soft skills around resilience,
confidence and self-awareness as well as ensuring they are work ready and have the
employability skills they need. The employability coach will continue to support the
young person for the first three months of their apprenticeship to ensure a smooth
transition into the workplace.
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Conduct, attendence and breaks in learning
Conduct and attendence
As employers we would expect you to deal with any conduct or potential disciplinary
issues as you would for any other member of staﬀ following your policies and
procedures. We expect apprentices to act in a professional and respectful manner at
all times and to always be punctual and to report absence or sickness at the earliest
opportunity to their line manager. We will raise any conduct and attendance issues
with you and the apprentice in their reviews.

Breaks in learning
You must notify us if you or your apprentice either electively, or because of certain
circumstances, is unable to continue learning for a period of time or stop learning and
employment completely. Either you or the apprentice may elect for a break in learning
which would be for 30 days or more. Talk to us about how to formally request a break
in learning and what support we can continue to oﬀer in the circumstances. Don’t
forget to record the last day of any break in employment.
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Safeguarding is everyone’s responsibility
So, if you are concerned about the safety and
wellbeing of one of your apprentices then please
call one of our safeguarding oﬀicers to report your
concerns to get advice and guidance on next
steps. Please also ask for a copy of our
safeguarding policy.
Report safeguarding concerns anytime to:

Hannah Pilkington
hannah.pilkington@citygateway.org.uk
07580 585 614

Emily Benjamin
emily.benjamin@citygateway.org.uk
07432 732 459
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Employer checklist

Before your apprentice starts
Confirmed the business case for recruitment and training including number of apprentices
you want to employ and/or train?
Confirmed if you’re a Levy payer or not?
Familiarised yourself with the Apprenticeship Standard?
Completed and returned an Apprenticeship-friendly job description including pay?
Identified a workplace mentor for the apprentice?

Contracting – confirming commitments
Signed and returned the Apprenticeship SLA/Agreement (Month 0)
Completed and returned Health and Safety questionnaire?
Received a link to City Gateway’s Health and Safety, Diversity, and Safeguarding and Prevent
Policies?
Signed and returned a copy of the Commitment Statement (Month 1)
Signed and returned a copy of the Gateway Declaration? (Month 16)

Recruiting an apprentice
Confirmed the key skills and attributes you’re looking for in a successful candidate?
Found a suitable location to hold an interview?
Found suitable interview questions to ask an apprentice?
Agreed the apprentice’s first day of employment?
Confirmed interview day/times/location?
Contacted the apprentice to send them a friendly reminder of their interview details and ‘not to
worry’ and ‘what to do if you get lost’?

Employing your apprentice
Put together an apprentice friendly induction that will help your apprentice settle in?
Identified any corporate training your apprentice could undertake?
Agreed time for your apprentice to be released from work to study?
Agreed the date of your apprentice’s induction including duration and location?
(Usually 40 days after their first day of employment)
Identified areas of work where your apprentice could complete a project?

Meeting, supporting and review your apprentice’s progress
Set a date for your apprentice’s probationary review?
Set dates for regular 1-1 meetings with your apprentice?
Agreed dates for the formal apprenticeship reviews?
Receiving monthly progress reports from City Gateway?
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A typical 18 month delivery plan for Business Administrator
Level 3

On-programme delivery
Induction
assessment of apprentice’s
needs, carry out a skills scan to
identify oﬀ-the-job training
requirements, commitment
statement to confirm ‘sequence’
of training
IT Skills
Decision Making
Interpersonal Skills
Record & Documentation
Production
Processes

The Organisation

External Environmental
Factors

Planning & Organisation

Managing Performance

Stakeholders

Personal qualities

1

2

Apprentice Review

3

4

Employer Probation Review with
Apprentice and Line Manager

5

6

Apprentice Review

7

8

9

Employer Review with
Apprentice and Line Manager
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On-programme delivery
Business Fundamentals

Apprentice Review

10

Professionalism

11

Responsibility

12

Project Management

Employer Review with
Apprentice and Employer

13
Apprentice Review

Communications

14

Value their skills

15
Gateway

Sign Declaration

16

Practise & Prepare mock
tests/preparing/supporting/feedback

Employer Gateway Review
with Apprentice and Line
Manager

17

End Point Assessment
Independent Assessment
by Pearson

18

Exit Review – Progression
opportunities

To find out more about employing an apprentice
please contact one of our team of experts at
employers@citygateway.org.uk
or call us on 020 3727 6310
www.citygateway.org.uk
The Pavilion
Import Building
2 Clove Crescent
London E14 2BE
Reg. in England no. 3760619. Charity no. 1078360.

