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Summary 

This policy will define the expectation for apprenticeships and the quality and standards expected in the 
delivery of all apprenticeship programmes. It is intended to meet both current and future workforce needs 
and promote the uptake of a wide range of apprenticeship training programmes. 
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Version tracking 

Version 
Date 

Ratified 
Brief Summary of Changes Author 

• Detailed information about apprenticeships and 
requirements from the employer and apprentice.  

• Update to roles and responsibilities.  
 

2.1 01.02.2021 • Due to the second wave of the Coronavirus pandemic 
and continuing exceptional circumstances, the Trust 
Board have agreed that all policies which are currently 
within review date will have their review date further 
extended by six months 

- 

2 03.07.2019 • Update to terminology for off the job training 
(Structured Learning Time), 

• Update to responsibilities for Learning and 
Development, Departments, Managers and 
Apprentices. 

Head of Business 
Management 
(Education) 

1 01.10.2017 • New Policy Learning and 
Development 
Department 

Business 
Manager 
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PROCESS 
For quick reference the guide below is a summary of actions required. Additional details, by exception to cover 
any additional notes that supplement the quick reference guide can be found in Section 3 – Process. 

 
  

Identification and Approval of 
Apprentieships

•Apprenticeship training 
opportunity identified for 
new or existing staff.

•Contact relevant 
Apprenticeship Team to 
establish whether suitable 
apprenticeship and funding 
available.

•Apprenticeship Team to 
confirm entry requirements 
and application deadlines. 

•If no suitable training 
provider proccured, then use 
Salisbury Procurement 
Framework. 

•N.B. The training provider 
needs to be on a procurement 
frame work and be on the 
Register of apprenticeship 
training providers.

Existing Employees

•Identify development need.

•Agreed by the individuals line 
manager and identified in 
Personal Development Plan.

• Is aligned with the needs of 
the service and have a 
designated role on 
completion.

•Complete Apprenticeship 
application form (Appendix B) 
and send to 
apprenticeships@porthosp.n
hs.uk

•Employee to attend training 
provider interview (if 
required).

•If successful, complete all 
relevant documents for 
apprenticeship. 

•Apprenticeship Administrator
to update database.

•Commence apprenticeship 
programme

New Employees

•Identify workforce and service 
development need.

•Apprenticeship Team to 
approve appenticeship funding 
availability.

•Source and appoint training 
provider (if applicable) and 
advise of vacancy requirements 
and qualification.

•Complete PHT1 (if required*) 
and follow Recruitment and 
Selection Policy.

•Check eligibility of applicant-
funding rules.

•Interview applicants in 
partnership with training 
provider (if applicable*). 

•If apprentice is under the age 
of 18, or classed as a vunerable 
adult, liaise with safeguarding 
to complete relevant risk 
assessments.

•Ensure apprentice has 
completed all necessary 
training and inductions as per 
Induction and Mandatory 
Training  Policy). 

•Apprenticeship application 
form (appendix B) completed 
and sent to 
apprenticeships@porthosp.nhs
.uk.

•Complete all relevant 
documents required.

•Employment and 
apprenticeship programme 
commences. 

•Apprenticeship Administrator 
to update database.

•*Recruitment and selection of 
Business and Administration 
apprentices is undertaken in 
partnership with the training 
provider therefore a PHT1 is 
not required.
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1. INTRODUCTION 
This policy will define the expectation for apprenticeships and the quality and standards expected in the 
delivery of all apprenticeship programmes. It is intended to meet both current and future workforce needs 
and promote the uptake of a wide range of apprenticeship training programmes. 
 
Portsmouth Hospitals University NHS Trust (hereafter referred to as the Trust) is committed to investing 
in our people and recognises that well-educated and highly skilled people are critical to the future success 
of the Trust’s workforce.  
 
The Trust, through the apprenticeship levy, is committed to providing rewarding opportunities to develop 
both existing staff and local people, through apprenticeships. 
  
The aim of involving apprentices within the Trust is to provide a route to harness existing and new talent 
by equipping apprentices with new skills and knowledge to support continuing professional development, 
whilst ensuring the workforce has the practical skills and qualifications the Trust needs now and in the 
future.  
 
The apprenticeship model enables staff to earn and learn with access to work based learning and 
experience. With most apprenticeship pathways enabling access to Degree level apprenticeships.  
 
The Trust works in partnership with training providers who are able to support apprenticeships in both 
clinical and non-clinical roles.  
 
This will be done by: 

• Developing a strategy for the equitable distribution of apprenticeships throughout the Divisions 
to ensure the organisation continues to respond to the changing demographic, social and 
economic needs of the population we serve, and the Trust’s workforce plans. 

• Increasing access to the range of apprenticeships that are available.  

• Having a clear and equitable recruitment plan for apprenticeships and working in collaboration 
with workforce to ensure hard to recruit posts are identified and service area development is 
supported.  

• Recruiting managers scrutinizing potential vacancies for their ability to be an apprenticeship post.  

• Improving awareness of the value of apprenticeship training programmes for new and existing 
staff.  

• Developing and strengthening partnerships between Health Education England, health employers, 
unions, and professional bodies in the development of apprenticeships which are appropriate to 
meet the needs of all and linked directly back to our strategic aims, workforce needs and patients.  

• Supporting the Government Skills Pledge, to offer development opportunities for all staff through 
increasing apprenticeship programmes.  

• Support our commitment to the local community in accessing developmental employment 
opportunities within the Trust. 

• Holding external providers to account for the standard of delivery and monitored rigorously 
through regular quality assurance and compliance meetings. Outcomes of such meetings will be 
addressed and monitored to ensure the training is meeting regulatory, organisational and learner 
requirements.  

• Monitoring internal training providers for quality provision, for example via peer review, appraisal, 
and feedback from external standards verifications.  

• Holding regular focus groups with learners to seek feedback, address concerns or issues and share 
best practice.  

• Communicating regularly with assessors/mentors to share best practice, seek feedback on learner 
progress and address issues raised.  
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• Ensuring safeguarding measures are utilised and promoted within the apprenticeship 
programmes. 
 

1.1 Benefits of Apprenticeships 
There are many benefits to be gained having apprenticeships in the Trust including: 

• The ability to ‘grow our own’ skilled staff within clinical and non-clinical settings, with flexible 
skills potentially applicable cross a range of settings. 

• Support improved career development opportunities across the Trust. 

• Raised the profile of the Trust as an employer within the local community.  

• Enable the Trust’s workforce to adapt and change to the needs to of the community which it 
serves. 

• Provides a career framework. 
 

1.2 Benefits for Apprentices 
Key benefits to the individual employed as a new apprentice include: 

• The opportunity to gain a nationally recognised qualification and develop new skills and 
knowledge whilst receiving payment for employment. 

• Gaining valuable work-based experience, to support them with future career opportunities. 

• Provides career development and progression opportunities. 
 

The purpose of this policy and the supporting procedure is to provide a framework for recruiting 
and managing new apprentices within the Trust, and to provide a framework to support 
appropriate learning and development opportunities for existing and new staff.  

 
2. SCOPE 

All Trust staff (including permanent, locum, secondee, students, agency, bank and voluntary), the 
Ministry of Defence Hospital Unit, Joint Hospitals Group South (Portsmouth) and Retention of 
Employment (ROE) staff must follow the policies agreed by the Trust. Breaches of adherence to Trust 
policy may have potential contractual consequences for the employee. 
 
In the event of an infection outbreak, pandemic or major incident, the Trust recognises that it may not 
be possible to adhere to all aspects of this document. In such circumstances, staff should take advice 
from their manager and all possible action must be taken to maintain ongoing patient and staff safety. 
 
The Trust is committed to promoting a culture founded on the values and behaviours which will bring us 
closer to achieving our vision of working together to drive excellence in care for our patients and 
communities. All staff are expected to uphold the Trust Values of Working Together: For Patients, With 
Compassion, As One Team, Always Improving and all leaders are expected to display and role model the 
behaviours outlined in the Trusts Leadership Behaviours Model 
 
This policy should be read and implemented with the Trust Values and Leadership Behaviours in mind at 
all times 

 
3. PROCESS 

3.1 How Apprenticeships Work 
Apprentices studying via an apprenticeship qualification must spend at least 20% of their time on 
formal protected learning time training. For certain apprenticeships this may be more, for example 
in the Registered Nurse Degree Apprenticeship. The Trust and training provider will work in 
partnership to agree how the 20% element is achieved. This could include regular day release, block 
release, training days, independent study or workshops. It must be directly relevant to the 
apprenticeship standard (qualification). 
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Once the qualification has been completed, the apprentice should be able to demonstrate that 
they can perform tasks confidently and competently to the standard as set out by the industry 
known as an End Point Assessment (EPA). 
 
The Trust can offer apprenticeships to new starters or use the qualifications to grow talent for 
existing members of staff.  
 
Apprenticeship qualifications equip individuals with the necessary skills, knowledge and behaviours 
they need for specific job roles, future employment and progression.  

 
3.2 Apprenticeship Levels 

There are various levels of apprenticeships available: 

Name Level Equivalent Educational Level 

Intermediate 2 5 GCSE Passes 

Advanced 3 2 A Level Passes 

Higher 4,5,6 and 7 Foundation Degree and Above 

Degree 6 and 7 Bachelor’s or master’s degree 
BSc/BA, MA/MSc 

 
3.3 Eligibility 

• Potential apprentices must be the minimum age - an apprentice can start their apprenticeship 
as early as the last Friday in June of the academic year in which they had their 16th birthday, 
there is no maximum age limit.  

• Be able to complete the apprenticeship within the time they have available; if you know an 
individual is unable to complete the apprenticeship in the time, they have available, they 
cannot be funded. For example, if they are on a fixed term contract that will end before the 
apprenticeship programme is completed.  

• Not be enrolled on another apprenticeship at the same time as any new apprenticeship starts.  

• Not be asked to contribute financially to the direct cost of learning or assessment. This includes 
when an apprentice leaves their programme early – you must not claim assessment or training 
costs back from the apprentice. However, if an apprentice does not complete the 
apprenticeship (for any reason except sickness or extenuating circumstances), they will be 
asked to pay back any study leave they have received, negotiated with their line manager. 

• Not use a student loan to pay for their apprenticeship.  

• Have the right to work in England: visa requirements must be checked by the employer and the 
training provider.  

• Must have been ordinarily resident in the EEA (including other countries determined to be 
within the EEA or those with bilateral agreements) for at least the previous three years on the 
first day of the apprenticeship. 

• The minimum duration of each apprenticeship is based on the apprentice working at least 30 
hours per week, however if the apprentice works fewer than 30 hours the provider may extend 
the duration of the apprenticeship accordingly as well as the apprenticeship agreement, if able. 

 
3.4 Functional Skills Literacy and Numeracy 

Prior to being accepted onto a programme, an apprentice must show evidence that they have the 
minimum level of English and Math’s qualification required for the level of apprenticeship. The 
minimum level required will be specified by the Apprenticeship Provider.  
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It may be possible for numeracy and literacy to be completed alongside the apprenticeship, 
dependent upon the apprenticeship level, type and provider. Therefore, this decision will be made 
by the individual Apprenticeship Provider.  

 
 
 
3.5 Apprenticeship Approval Process 

(See Appendix C,D & E) 
 
3.6 Funding 

The Trust contributes a percentage of the monthly payroll to the apprenticeship levy. The funds 
are held in a digital account which is used to pay training providers for the cost of the 
apprenticeship programme. Any costs for salaries including the minimum 20% off the job 
requirement must be met by the department where the apprentice is employed. 
 
Travel subsidence costs for the apprentice to attend any training or placement requirements should 
be agreed between the manager and the apprentice prior to any expense being incurred. 
 
The apprenticeship levy can be used for both new apprentices employed by the trust and existing 
staff undertaking apprenticeship training. An apprenticeship can only be funded if: 
 
1.  It is a nationally approved apprenticeship standard  
2. The apprenticeship training provider is on the national register of apprenticeship training 

providers 
 
The training fees for the apprenticeship programme are paid directly to the apprenticeship training 
provider monthly. The funding can only be transferred once the named apprentice is set up in the 
Trust’s digital account. An apprenticeship agreement will need to be completed and sent to the 
apprenticeship group mailbox apprenticeship@porthosp.nhs.uk before an apprentice can be 
added (Appendix B). 
 
Please note there may be a need to prioritise the use of apprenticeship funding for workforce plans 
and development, or if the popularity and cost of some apprenticeship programmes increase which 
may mean there is less apprenticeship funding available and subsequently apprenticeship requests 
may not be approved.  

 
3.7 Duration  

The minimum duration of an apprenticeship is set out by the standard specification available from 
the institute for apprenticeships www.instituteforapprenticeships.org.  
 
Where a part-time working pattern is needed, the extended duration of apprenticeship must be 
agreed by the Apprenticeship Provider and Apprenticeship Team.  

 
3.8 Employing an Apprentice 

An apprenticeship can be utilised to train and develop both existing and new employees. These 
developmental needs should relate to one or more of the following - 

• Trust strategy 

• Service development plans 

• Quality improvement plans 

• Divisional and departmental business plans 

• Role realignment  

http://www.instituteforapprenticeships.org/


APPRENTICESHIP POLICY 
 

APPRENTICESHIP POLICY 
Version 3 Review date: 29/02/2025 (unless requirements change)                                                                                         Page 9 of 22 

• Role change 

• Workforce supply 
 

There are two ways in which apprenticeships can be provided: 
1. Through the conversion of suitable vacancies to apprenticeships for a fixed term period. 

 
And/or 
 
2. Where it is has been highlighted through an annual performance appraisal that an 

apprenticeship qualification would provide an existing member of staff with a comprehensive 
range of skills and qualifications. 
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External Apprenticeship Appointments 
 

 
 
 
 

 
 
 
 
 
 
 

 
 
 

 
 
 
 
Apprenticeships for Existing Employees 

•Identify a suitable 
apprenticeship post.

•Contact Learning and 
Development to confirm 
apprenticeship provider, 
funding and programme 
is available.

Step 1

•Complete 
apprenticeship 
application form.

•Complete PHT1 - as per 
Recruitment and 
Selection Policy or as per 
Apprenticeship Training 
Providers. 

Step 2
•Shortlist and Recruit - as 

per Recruitment and 
Selection Policy. 
Interviews may need to 
be undertaken with 
Training Provider.

•Arrange Induction and 
Training as per Induction 
and Mandatory training 
policy. 

Step 3

•Existing staff member 
required to develop new 
skills to support personal 
development and talent 
management. 

•Contact Learning and 
Development to confirm 
apprenticeship provider, 
funding and programme 
is available.

Step 1

•Staff member and 
manager to complete 
apprenticeship 
application form.

•Application to be 
returned to 
Apprenticeship Group 
Mailbox.

Step 2
•Member of staff 

commences 
apprenticeship.

Step 3
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3.9 Breaks in Learning 
The apprentice may take a break in learning under extenuating circumstances, where they plan to 
return to the same apprenticeship programme. This should be agreed in partnership with the 
training provider and the Apprenticeship Team.  
Annual leave, public holidays and short-term absences (up to 4 weeks) must not be recorded as 
breaks in learning. However, absences over 4 weeks require the apprentice to complete a break in 
learning as per section above. 
 

       Annual leave must be taken outside the apprenticeship study days unless agreed with     
       the apprenticeship provider. 
 

3.10 On completion of Apprenticeship 
After apprentices have successful completed their apprenticeship and passed through the end 
point assessment, they must be offered a substantive role within the organisation. If there is no 
substantive role within the department/clinical area, then it is the managers responsibility to 
explore wider opportunities within the Care Group/Division. If no substantive role is available 
within Care Group/ Division, then contact Operational HR for further advice.  
 

 
4. TRAINING REQUIREMENTS  

The responsibility for the implementation of the policy is within the Divisional Management Teams.  The 
Learning and Development Department will provide advice and guidance to individuals and managers 
who may be considering appointing an apprentice into an apprenticeship role.  

 
5. REFERENCES AND ASSOCIATED DOCUMENTATION 

Institute for Apprenticeships 
www.Instituteforapprenticeships.org  
 
Capability Policy and Protocol:  
http://pht/PoliciesGuidelines/HumanResourcesPolicies/Lists/Links/AllItems.aspx 
 
Learning and Developing Policy:   
http://www.porthosp.nhs.uk/about-us/policies-and-
guidelines/policies/HR/Learning%20%20and%20Development%20Policy.doc 

 
Recruitment and Selection Policy: 
http://www.porthosp.nhs.uk/about-us/policies-and-
guidelines/policies/HR/Recruitment%20and%20Selection%20Policy.doc 
 
Skills for Health: 
http://www.skillsforhealth.org.uk/services/item/439-apprenticeships 
 
Education and Skills Funding Agency: 
https://www.gov.uk/government/organisations/education-and-skills-funding-agency 
 

6. EQUALITY IMPACT SCREENING  
The Trust is committed to ensuring that, as far as is reasonably practicable, the way we provide services 
to the public and the way we treat our staff reflects their individual needs and does not discriminate 
against individuals or groups on any grounds. 
 

http://www.instituteforapprenticeships.org/
http://pht/PoliciesGuidelines/HumanResourcesPolicies/Lists/Links/AllItems.aspx
http://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/HR/Learning%20%20and%20Development%20Policy.doc
http://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/HR/Learning%20%20and%20Development%20Policy.doc
http://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/HR/Recruitment%20and%20Selection%20Policy.doc
http://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/HR/Recruitment%20and%20Selection%20Policy.doc
http://www.skillsforhealth.org.uk/services/item/439-apprenticeships
https://www.gov.uk/government/organisations/education-and-skills-funding-agency
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This procedural document has been assessed accordingly.  The assessment document is held centrally 
and is available by contacting the Governance Co-ordinator. 
 

7. MONITORING COMPLIANCE 
This procedural document will be monitored to ensure it is effective and to provide assurance of 
compliance. 
 

Element to be 
monitored 

Lead Tool 
Frequency of 

Report 
Reporting 

arrangements 
Lead 

Number of apprentices 
commencing 
programme 

Professional 
Education 

Lead/ Business 
Administration 

Manager 

Digital 
Apprentice
ship 
Service 

Monthly  People 
Development 
Performance 
Meeting 

Professional 
Education 

Lead/ Business 
Administration 

Manager 

Number of apprentices 
completing programme 

Professional 
Education 

Lead/ Business 
Administration 

Manager 

Digital 
Apprentice
ship 
Service 

Monthly People 
Development  
Performance 
Meeting 

Professional 
Education 

Lead/ Business 
Administration 

Manager 

Apprenticeship Levy 
spend 

Professional 
Education 

Lead/ Business 
Administration 

Manager 

Digital 
Apprentice
ship 
Service 

Monthly People 
Development 
Performance 
Meeting 

Professional 
Education 

Lead/ Business 
Administration 

Manager 

Number of apprentices 
per profession 

Professional 
Education 

Lead/ Business 
Administration 

Manager 

ESR and 
Digital 
Apprentice
ship 
Service 

Monthly People 
Development 
Performance 
Meeting 

Professional 
Education 

Lead/ Business 
Administration 

Manager 
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Appendix A: Roles and Responsibilities 

Apprentice 

• Will adhere to Trust Policies and Procedures and the Trusts Values and Behaviours Framework.  

• Will adhere to the Health and Safety Policies and procedures of other organisations visited in 
association with the completion of the apprenticeship.  

• Will sign a Learning Agreement/Apprenticeship Contract (Trust and Education Provider) 

• Attend all timetabled classes and work placements regularly and on time, notify their line 
manager/tutor/assessor if unable to attend class or work.  

• Complete assignment and other work within agreed timescale/deadlines.  

• Meet the assessment or examination requirements at the agreed level.  

• Failure to achieve the requirements of the apprenticeship programme deadlines and meet 
performance targets will be managed in line with the relevant Trust policy or processes.  

• Will complete the necessary pre-requisite training required (for example the Care Certificate)  

• Responsible for maintaining a log of 20% structured learning activities.  

• Is responsible for contacting the assessor to arrange meetings between assessor and manager to 
record progress in portfolios.  

• Complete the End Point Assessment as required.  

• Participate in Quality Assurance process, as required. 
 
Mentor/Coach 

• The Workplace Mentor/Coach is a work-based colleague who will provide education, learning 
and work-based support to the apprentice during the period of their apprenticeship as and 
when required.   

• Acts as a confidential support mechanism for the apprentice should they require advice and 
guidance.  

• Support will be available from Learning and Development if required with apprenticeship 
specific difficulties.  
 

Training Provider 
• Provides the academic element of the apprenticeship. 

• Make all appropriate assessment on the apprentice, including initial and diagnostic assessment and 
the individual learning plan.  

• Provide all information and support related to the compilation of apprenticeship programmes for 
which they have been contracted. 

• Give regular formal feedback to the Trust on an apprentice’s performance and conduct.  

• Provide the necessary compliance information for monitoring by the Trust. 

• Be involved in the recruitment and selection of suitable apprentices (where appropriate) based on the 
criteria set by the recruiting manager and the Trust’s recruitment department. 

• Comply with any contractual and service-level agreements entered with the Trust.  

• Liaise and support Trust managers with reviewing and monitoring apprentices’ progress. 
 
Line Manager 

• Identify roles suitable for an apprenticeship in partnership with the Apprenticeship Team and 
workforce. 

• Develop job descriptions and specifications for an apprentice in line with training provider entry 
requirements.  
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• Work in partnership with Learning and Development to induct apprentices and develop a programme 
to underpin their knowledge as per Trust induction policy.  

• Ensure that the apprentice is released to attend assessments, training sessions or examinations with 
the training provider. 

• Provide practical work experience, relevant to the apprenticeship programme.  

• Liaise with the training provider to ensure the apprentice receives appropriate training and work-
related support. 

• Identify suitable mentors/coaches for the apprentice. 

• Conduct appropriate risk assessments. 

• Seek advice and guidance from HR, if there is any competence or performance issue. 

• Monitor and manage attendance in line with Trust absence management policy. 

• In line with the Trust’s policies and procedures manage the apprentice.  

• If an apprentice is unable to complete any of the academic or work-based components of the 
apprenticeship programme, then discuss with the Apprenticeship Team 

 
Learning and Development/Human Resources/Apprenticeship Team 

• Support managers with the recruitment of apprentices via a robust selection process.  

• Undertake recruitment campaigns, to attract high caliber applicants for apprenticeships, including 
pre-employment checks. 

• Identify training providers to deliver apprenticeship programmes, leading the procurement 
process.  

• Liaising with the training provider on behalf of the manager, confirming course funding and 
arranging to provide the trainer with the apprentice contact details to enable them to commence 
enrolment. 

• Assuring a level of quality assurance with training providers and follow up any issues with delivery or 
assessment.  

• Monitor apprentice progress throughout the duration of their course, escalating concerns with Line 
Managers to ensure compliance and timely completion of apprenticeship. 

• Monitor recruitment against targets and report nationally as required.  

• Promote the value of apprenticeships as development opportunities within the Trust.  

• Supporting managers in the performance management of apprentices, this includes formal meetings 
where an apprentice consistently fails to meet requirements set out in the competence criteria of 
the relevant academic framework.  

• Apprenticeship Administrator to update apprenticeship database to reflect apprentice’s status on 
programme.  
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Appendix B: Apprenticeship Application Form  
 
For Office Use: 

 
 
 
 

Apprenticeship Application Form 
 

Thank you for applying for an apprenticeship, please complete this. The completed form should be sent 
electronically to the Apprenticeship administrator – Apprenticeships@porthosp.nhs.uk  
 
Prior to the completion of the agreement (tick when completed):   

Learners must be able to provide evidence that they are 100% compliant with essential skills training. 
Learners should demonstrate the appropriate attitude/values and study skills to be successful in 
undertaking the programme of study. 
Learners have completed corporate and local induction. 
A copy of this agreement  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Apprenticeship Request 
Received: 

1. Applicant Details 
 
First Name:    Surname:    Job Title: 
 
 
Ward/Dept:   Division:     Band: 
 
 
Work email:        Mobile No: 

 

2. Apprenticeship Programme 
 
Apprenticeship Name:       Apprenticeship Level:  
 
Apprenticeship Provider (if known):   Apprenticeship Standard No. (if known):  
   
Planned Start Date:     Planned Completion Date: 

 
 

 
3. Purpose of Learning: why is this training required? Please provide information. 

 
Link to personal objectives 
 
 
 
How will this benefit patients? 
 
 
 
 
How will this learning benefit the Trust/ Department/ Ward? 

 
 
 
Part of Personal Development Plan (delete as appropriate): YES  NO 

 

mailto:Apprenticeships@porthosp.nhs.uk
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4. Divisional/Departmental Support (all expenses and study leave should be approved before undertaking 
apprenticeship) 

To be completed by Line Manager: 
I agree to: 

• Ensure on the applicants’ successful completion of this apprenticeship, that there is scope in their current role to take 
on additional responsibilities or it is supporting their personal development.  

• Facilitate the apprentices learning including the required minimum 20% off the job training: 
Please detail how this minimum 20% would be achieved: 
 
 

• Provide a mentor/coach commensurate with the apprentices’ competence and confidence. 

• Maintain contact with the learner and their assessor regarding progress. 

• Contact the Learning and Development Department if the learner needs further support or there are concerns about 
their progression.  

• Monitor and provide feedback on the learner and their progress as requested by the apprenticeship provider or by 
the Learning and Development Department. 

• Meet the cost of any re-sits if the learner fails to attend the End Point Assessment.  

• Notify the Learning and Development Department if the individual leaves the Trust without completing their 
apprenticeship. 

Line Manager Name: 
 
Lines Manager Signature:      Date: 

 
To be completed by the Learner: 
It is a condition of acceptance of this programme that you agree to meet the following conditions: 
I will: 

• Attend the required study times/days/tutorials and complete learner activities, unless there is a legitimate reason 
e.g., sickness or special leave, agreed in advance by my line manager. 

• Submit or participate in the required academic or practical assignments to meet the programme schedule and 
complete the End Point Assessment if applicable. 

• Complete the programme within the designated time frame, unless an extension has been agreed with my manager 
and Apprenticeship Team/ training provider.  

• Discuss any potential issues regarding progression with the apprenticeship provider, Apprenticeship Team and line 
manager, prior to any decisions regarding interruption or possible withdrawal. 

• Repay any allocated study leave if I do not complete the programme, which includes non-submission of assignments 
(line manager to determine if reasons are legitimate and therefore negate this requirement). 

• Repay any allocated study leave if I leave the Trust within 12 months of completing the programme (line manager to 
determine if reasons are legitimate and therefore negate this requirement). 

• Continue with my learning if I secure a permanent position before completing my Apprenticeship.      

• Provide feedback and complete evaluations as requested to: - 
o Course / Study organisers and Trust on my opinion of the quality of my learning experience e.g., resources, 

standard of teaching 
o My manager, supervisor, department on what has been gained especially regarding value to my workplace 
o Participate in both internal and external quality assurance process, as requested 

 
Learner Name: 
 
Learner Signature:       Date: 

 
 5. Apprenticeship Panel Sign Off: 
 
Panel Members:  
 
 
Chair Signature:        Date: 
 
Further Comments: 
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Appendix C: Registered Nurse Degree and Nursing Associate Foundation Degree Apprenticeship 
Recruitment Flow Chart  

Aim To provide guidance on the process for internal and external recruitment onto the registered nurse 

degree and nursing associate foundation degree apprenticeship programmes with university partner.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

 

Internal Recruitment 

Send out Nursing Apprenticeship application 
form to Ward Managers and Practice Educators 
for dissemination. 

Discuss with Nursing Workforce to identify 
vacancies within organisation and locations. 

Prior to each recruitment cycle, number of available places should be confirmed with the Apprenticeship 
Lead following workforce planning in November and June. 

External Recruitment 

Once vacancy established this will highlight 
number of individuals for external recruitment. 
Submit external PHT1 to 
HR.inbox@porthosp.nhs.uk for NHS Jobs 
advert. 

Submit campaign posters and information to 
communications team 
trusttalk@porthosp.nhs.uk. 

Submit campaign posters and information to 
communications team 
trusttalk@porthosp.nhs.uk.  

Once applications have closed, apprenticeship lead and another member of the organisation (ward manager, 
practice educator or learning and development colleague to shortlist applicants based on the criteria set out by 
our university partner and preselection rubric.  

mailto:HR.inbox@porthosp.nhs.uk
mailto:trusttalk@porthosp.nhs.uk
mailto:trusttalk@porthosp.nhs.uk
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Both Modes of Recruitment  

Interview questions should be selected from values-based recruitment questions repository and 
university to provide academic questions. 
Applicants to be interviewed with university partner and two PHU members, as per Recruitment 
Policy.   

Applicants notified of outcomes following interview by Apprenticeship Lead and university 
informed of names of candidates. 
Apprenticeship Team to notify Nursing Workforce Team of successful candidates to support with 
allocation of new apprentices. 

Internal Candidates External Candidates 

Successful candidates to complete Learning 
Agreement as per policy and return to 
Apprenticeship Team via email – 
Apprenticeships@porthosp.nhs.uk 

Allocated Ward Manager/ Budget Holder to 
complete PHT2 and return to HR, Workforce and 
Learning and Development. 

Apprenticeship start date confirmed with 
University and preparation programme 
arranged, dates of preparation programme to 
be emailed to new apprentice and manager by 
programme lead. 

Ward Manager/Budget Holder to plan induction 
in liaison with Learning and Development/HR 
team.  

 
 

Apprenticeship start date confirmed with 
University and preparation programme 
arranged, dates of preparation programme to 
be emailed to new apprentice and manager by 
programme lead. 

New Nursing Apprentice Starts Programme  
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Appendix D: Business and Administration Level 2 Apprenticeship (Framework) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Department identifies either an apprentice vacancy or a Band 2 vacancy that is suitable for 
an apprentice and contacts Head of Business Management (Education) in the Learning and 

Development 

Apprenticeship provider is asked to supply suitable candidates by Learning and 
Development 

Manager carries out interviews and makes appointment.  
• Manager completes and returns a PHT1 for to HR  
• Apprentice is managed in line with PHT Policies e.g. probation period and appraisal 
• Manager supports apprentice with 20% structured learning time and liaises with 
apprenticeship provider to monitor and support progress 
• Manager supports apprentice to attend learning and development focus groups 
and support sessions  
• If manager requires support to contact Head of Business Management (Education)  
• 3 months prior to completion check with apprenticeship provider that apprentice 
is on track to complete  
• If on track to complete manager to proactively seeks to identify suitable position 
within department for apprentice (if Band 2 role was filled by apprentice this post 
should still be available).  
• If there is genuinely no position within the department manager to proactively 
seek to identify suitable position within care group/wider department  
• If genuinely no position within care group/wider department manager to 
proactively seek to identify suitable position within Division  
• If there is genuinely no suitable position within the Division then manager to 
contact HR to seek help identifying a suitable position within the Trust. Manager to 
contact departments with vacancies.  
• If there are no suitable positions within the Trust then the apprentice contract will 
cease. Managers should help with the process of applying for positions e.g. advice 
on filling in application forms or interview practice. 

If the apprentice is appointed to a permanent role (anywhere in the Trust) before 
completing their apprenticeship they have to commit to completing their training and will 

require the appropriate support from their line manager.  

If the apprentice does not complete within the timeframe the provider may agree an 
extension, the above timescales will then adjust accordingly 
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Appendix E: Healthcare Scientists (HCS) and Allied Health Professionals Apprenticeship (AHPS) Recruitment 
Flow Chart 

Aim To provide guidance on the process for internal and external recruitment onto apprenticeship 

programmes for HCS and AHPS. 

 

 

 

 
  

• Department carries out pre-selection 
process with regards to 
apprenticeship requirements, APDR, 
functional skills, statutory and 
mandatory training.  

• Apprenticeship lead contacts the appropriate Training Provider. Apprentice applies to the 
Training provider.  

• Selection and interview process takes place by Training provider. 

• If successful, Apprentice completes PHU Apprenticeship Learning agreement and returns to 
Learning and Development. 

• Apprentices completes Training provider commitment statement and returns to Training 
provider. 

• Manager supports apprentice with 20% structured learning time and liaises with 
apprenticeship provider to monitor and support progress 

• Manager supports apprentice to attend focus groups and support sessions  
 

• Department identifies an apprentice 
vacancy and contacts Human 
Resources for recruitment. 

• (If L2 Healthcare Scientist 
apprenticeship initial selection carried 
out by Training provider)  

 

Internal Recruitment 

Prior to each recruitment, Manager identified number of places for apprenticeship and contacts 
Apprenticeship Lead for HCS and AHPS to confirm Apprenticeship standard, funding and 
Apprenticeship Training Provider. 

External Recruitment 

• Manager carries out interviews and 
makes appointment.  

• Manager completes and returns a 
PHT1 for to HR  

• Apprentice is managed in line with 
PHT Policies e.g. probation period 
and appraisal 

• If manager requires support to 
contact PHU Apprenticeship team or 
Training provider team. 

  
 

Apprentice Starts Programme  
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Appendix F: Safeguarding Learners 
Safeguarding determines the actions we take to keep apprentice learners safe and protect them from harm in 
all aspects of their work placement. As a Hospital Trust we are committed to safeguarding and the safety of 
all learners.  PHUT seeks to provide a safe and supportive learning environment where learner views are 
valued, they feel listened to and are encouraged to confidently report any concerns. Safeguarding is 
everyone’s responsibility and does not rest solely with the Designated Safeguarding Lead (DSL) and their 
deputies. This policy should be used in conjunction with the following Trust policies:  

Safeguarding vulnerable adults, children and young people; practice guidance and operational policy  
https://www.porthosp.nhs.uk/about-us/policies-and guidelines/policies/Clinical/Safeguarding%20Policy.pdf 
 
 https://www.porthosp.nhs.uk/about-us/policies-and-     
guidelines/policies/Management/Allegation%20Management%20Policy.pdf 
 
Within the Trust, anybody can contact the designated Safeguarding lead if they have concerns about a young 
person or vulnerable learner.  They are contactable via email/phone (numbers/email). The DSL within the 
Trust will take leadership responsibility for Safeguarding.  

 
Organisations employing young workers in the UK should comply with all appropriate legislation and guidelines 
applicable to their activities relating to the safeguarding of children, young people or vulnerable adults 
including, where appropriate, relevant Regulations of the Children Act 1989 and 2004, Regulations and 
National Minimum Standards of the Care Standards Act 2000, Working Together to Safeguard Children 2018, 
the aims and aspirations of the Human Rights Act 1998, the Prevent strategy, the use of the Disclosure and 
Barring Service or similar UK legislation pertaining  to regulated activity in this context. 
 
Safeguarding and Training 
All staff within the Trust, include learners are required to complete mandatory training for Safeguarding and 
PREVENT (Healthwrap). Staff associated with teaching learners, as well as the learners themselves, are 
expected to know the procedure for reporting Safeguarding concerns.  
To employ workers aged 16 and 17, the Trust should ensure they are undertaking a formal, approved learning 
programme. This is commonly via the apprenticeship pathway. 
 
Many young people coming into the Trust are likely to be new the workplace, with some facing unfamiliar risks 
from the job they will be doing. The Trust recognises these risks and will ensure that young workers will receive 
sufficient training in their role to safeguard them, minimising any unnecessary risks to themselves or others. 
 
Young people in the workplace will always be supervised. This will ensure that their progress is monitored, 
and any reasonable adjustments can be implemented, as per individual risk assessment at the time of 
employment, as required. When completing the risk assessment in partnership with the training provider 
and apprentice please ensure the risk assessment of all learners considers their psychological or physical 
immaturity, inexperience and lack of awareness of risks and introduce control measures to eliminate or 
minimise the risks, so far as is reasonably practicable. 
 
The manager (or a delegated person) should assess competency and confidence in carrying out all the tasks 
required. Once the employee is assessed as competent and confident, they may begin to work out of sight of 
experienced colleagues within delegated boundaries. 
 
Managers must ensure that appropriate support is offered to them; this could be in the form of coaching, peer 
support, buddying or mentoring. 
 
Safeguarding updates for staff will come from the Trust Safeguarding team and this will be disseminated to 
teaching staff and learners, as appropriate e.g. local PREVENT/Safeguarding issues through the Education and 

https://www.porthosp.nhs.uk/about-us/policies-and%20guidelines/policies/Clinical/Safeguarding%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-
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Quality meeting.  We access the Hampshire Safeguarding Children partnership provide information on local 
child exploitation issues and we disseminate this information to our team via regular meetings. Information 
can be found here:  https://www.hampshirescp.org.uk/resource-category/hips-newsletters/ 
 
All staff employed by the Trust have DBS checks on recruitment. Where necessary teaching staff will have 
enhanced DBS checks performed. If formal teaching is undertaken by someone without an enhanced DBS 
check, a person with enhanced DBS will be present as necessary.  
 
All matters relating to learner/child protection are to be treated as confidential and only shared in accordance 
with Data Protection and Trust Safeguarding policy.  We have a statutory duty of care with regards to child 
protection concerns and this will be actioned through the Trust Safeguarding team. Information will be shared 
with individuals within the Trust who ‘need to know’ and staff and learners are aware that they cannot promise 
to keep a disclosure confidential.  
 
Reporting and referral of Safeguarding issues 
If staff are concerned that there is a learner safeguarding risk, they should raise a concern with the DSL or the 
deputy DSL.  

 
 
 
 

https://www.hampshirescp.org.uk/resource-category/hips-newsletters/

