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_ DIRECTOR’S MESSAGE

“Dear Employer,

Welcome and thank you for choosing Aspire to learn as your preferred
training provider.

Growing up | faced many obstacles and climbed (sometimes literally)
mountains, to overcome gender, cultural, prejudicial and economic
stereotypes. Certain boxes were created for me to fall into.

My turning point was when education and training gave me a goal and
a purpose to change the direction of my life. The feeling of
determination to change my fate and what was expected of me.

Our Mission is to enable you and your team to recognize the power
and value of training. We are committed to investing in you and your
business by equipping you with skills, knowledge and behaviours to
make a positive change. We call it “Unleashing Your Potential”, a truly
empowering strategy to help individuals achieve their personal and
professional goals and organisations to achieve growth and become a
place where people can flourish.

We have a team of experienced and qualified Tutors and Assessors
whose focus is on providing a bespoke, enjoyable and motivational
learning experience. Through support, mentoring and individually
tailored learning, we have developed programmes which are inspiring
and engaging. The strength of our company is evident through our
achievement rates and quality of our training provisions

| am passionate about Education & Lifelong Learning, because with the
power of new skills, knowledge and behaviour | sincerely believe
everyone can embark on a voyage of positive change, both personally
and professionally.

You will have an enjoyable, positive and above all, a successful learning
journey with us, here’s to working with you to unleash your potential.”

ZIGGY PINDORIA

Founder and Director




_ INTRODUCTION

We offer impartial information,
advice and guidance.

The following information has
been compiled as a reference
guide for employers working in
partnership with Aspire to Learn
whilst supporting the
Apprenticeship programme.

This guide outlines the various
training methods delivered by
Aspire to Learn, as well as the
requirements and responsibilities
of you, as an employer.

CONTACTS

Please remember that our staff can be
contacted in writing, by email or by calling us:

Address: 68 George Lane,

South Woodford,

London, EI8 |LWV.
Telephone: 020 8989 9832
Email: info@aspire2learn.com

www.aspire2learn.com
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APPRENTICESHIPS WORK

AN APPRENTICE’S STORY
Vijay Bragato

“I was |7 when | visited to Aspire to Learn for
careers guidance and advice | didn’t want to
stay on at school and wanted to gain some work
experience to help me decide on a career path.
This was the beginning of my Apprenticeship
journey.

Through determination and eagerness to learn
and gain experience, | was offered a role with
Aspire to Learn as a Business Administrator.They
provided me with individual support through a
personal tutor, in the form of teaching,
experience, care and motivation when | needed
it. | found this made learning very relatable and
applicable. The Apprenticeship allowed me to
gain theoretical knowledge and skills that | could
apply to my everyday role which, in itself, was
varied and allowed me to work across different
departments from finance to sales.

Aspire to Learn provided me with continued
careers guidance and support throughout the
Apprenticeship to enable a clear destination at
the end of it. With a years’ worth of experience
and knowledge in the world of work, | decided
that | had the skills and desire to work in a role
that required interaction with customers and
clients. | made the decision to move on to level 3
Apprenticeship in Property Services with a local
estate agent.This Apprenticeship was a valuable
credential to have in my chosen career industry.

I am continuing to progress in my career in
property sales and lettings and | now work for a
reputable firm based in London where | hope to
one day set up my own property letting and
sales agency.

I am grateful to Aspire to Learn that my start
happened to be with them and | have made
several friends through them who have found
their starts in companies across all types of work
sectors.

[ try to live by my personal moto;

“What you can dream, you can achieve”.

AN EMPLOYER’S STORY
Darren Nash, Director Sales - Planet Leasing

Jordan started as an Apprentice with us at
Planet Leasing at the age of |8. His keen
interest in cars won us over and, at the same
time, we were supporting a local young lad with
employment opportunities.

Jordan was able to learn and take responsibility
for basic jobs freeing up the time of more
experienced staff resulting in better allocation of
work and increased productivity. Other benefits
of the Apprenticeship programme, for both our
business and Jordan, included being able to
develop his skills specifically for our business.

Five years later Jordan is still working with Planet
Leasing and has progressed from an Apprentice
business administrator in sales, to a full time
sales position, a Sales Supervisor and he now
holds the role of a Business Development
Manager. He is a valued member of the team
and is currently completing a Level 5
Apprenticeship in Leadership and Management.

Investing in training and development of staff
through the Apprenticeship programmes has
been highly beneficial to our company and its
growth.We have been able to retain Jordan
through loyalty and train him with the exact
skills needed for our business through a low cost
investment in Apprenticeships.

Apprenticeship training helps our employees to
improve their skills, which has benefited the
company and its bottom line in the long term.




_ OUR PHILOSOPHY

Aspire to Learn strives to provide our Apprentices a
stepping stone to their careers and help to achieve their
personal goals by delivering first-rate, bespoke training.

This enables our learners to acquire new skills, gain
employment and advance in their chosen fields.

This is accomplished through customised learning, work
experience or employment and regularly scheduled
meetings with an allocated Assessor.

Aspire to Learn caters to the needs of employers and
Apprentices ensuring bespoke and personalised learning
and development.

UNLEASH

YOUR

POTENTIAL

KNOW MORE TO ACHIEVE MORE




INFORMATION,ADVICE AND GUIDANCE

Comprehensive and impartial information,
advice and guidance will be offered to you
and your Apprentices at every stage of the
programme.

As an employer to Apprentices, we will
provide you with information on the
progress of the programme and help you to
meet your objectives in a manner and at a
time that suits you and ensure that your
future requirements are established.

APPRENTICESHIP PROGRAMME
OVERVIEW

Apprenticeships are for ambitious people of
all ages who want to earn while they learn,
gaining real skills and knowledge. They offer
employers the opportunity to strengthen
and diversify their workforce by providing a
future talent pipeline tailored to suit the
individual needs of your business. Current
staff can also benefit from the Apprenticeship
programme to help maximise personal
potential as well as your business growth.

An Apprenticeship is, first and foremost, a
job which comes with substantial training
and the development of transferable skills,
proving beneficial to both the employer and
the employee. Most of the training is
on-the-job working with a mentor to learn
job specific skills in the workplace.
Off-the-job training will depend on the
occupational area, the training organisation
and the requirements and wishes of the
employer

Apprenticeships are available in 1500
occupations across |70 industries to
businesses of all sizes and can last between
12 months and five years.

According to our statistics, Apprentices bring
enthusiasm and a fresh perspective, so it’s no
surprise that 89% of employers say an
Apprentice makes their business more
productive.With the expansion of higher and
degree Apprenticeships businesses can now
access the higher-level technical skills for
new and existing staff vital to business
performance and growth.

Apprenticeships bring opportunities to
attract new talent, offer progression and
develop a motivated, skilled and qualified
workforce.They can also help lower
recruitment costs; 75% of Apprentice
employers have found this to be the case and
80% say that Apprenticeships will play a
bigger part in their future recruitment plans.

THE 4 LEVELS OF
APPRENTICESHIPS

We offer Apprenticeships at 4 levels:
* Intermediate

* Advanced

* Higher Level

* Degree Level
Intermediate Apprenticeship:

This is the equivalent of a level 2 qualification
or five GCSE passes at grade A*-C. It
provides the learner with the skills and a
qualification based on their chosen career. It
also allows entry, if desired, to an Advanced
Apprenticeship.

Advanced Apprenticeship:

This is the equivalent of a level 3 qualification
or two A-Level passes.To start this
programme, the Apprentice must have five
GCSE passes at grade A*-C or have
completed an Intermediate Apprenticeship.
This qualification will provide you with
further skills and knowledge for your chosen
career. It will also allow entry, if desired, to a
Higher Apprenticeship or Degree level
qualification.

Higher/Degree Apprenticeship:

Levels 4 and 5 courses are the equivalent of
a higher and foundation degree course.
Levels 6 and 7 are equivalent to a bachelors
or masters degree.To start this programme,
the Apprentice must have a level 3
qualification, A-Levels, Advanced Diploma or
International Baccalaureate or have
completed an Advanced Apprenticeship.




OUR RECRUITMENT SERVICE

If you are looking to recruit an Apprentice,
we offer a complete recruitment service, at
no cost to you, subject to terms and
conditions.

We will give you:

* A dedicated account manager who will
discuss your employment needs

* Create vacancy adverts based on your
specification

* Pre-interview and assessment of applicants

We ensure that we select the best
Apprenticeship candidates for your business.

ALLOWANCES AND WAGES

Apprentices under 19 years or |9 years and
over and in the first year of their
Apprenticeship are entitled to the minimum
Apprentice wage. However, the employer
may choose to pay the Apprentice at a
higher rate. Once the Apprentice reaches 19
years and has completed the first year of the
Apprenticeship the employer must pay the
full National Minimum Wage.All other
Apprentices are eligible for the full National
Minimum Wage and National Living Wage for
their age.

It is recommended that employers find out
what the average wage is for Apprentices
within a particular industry, taking in to
consideration their age and experience.

HOURS OF WORK

The ESFA stipulates Apprentices should not
work less than 30 hours per week.Young
workers, normally those under the age of 18,
must not exceed 8 hours per day or 40
hours per week.This includes any time spent
with Aspire to Learn as it will be included in
their full-time learning. Any hours worked
over the recommended 40 hours per week
should be in full agreement with the
Apprentice and paid at the standard rate of
overtime for the relevant industry.

Apprentices are also entitled to rest breaks
of at least 30 minutes if their shift lasts more
than four and a half hours. If the Apprentice
is undertaking their Functional Skills, it may
be advised that their exams are booked in
block sessions to reduce the time spent
away from the workplace.

ASPIRE TO LEARN
REQUIREMENTS

Generally, the Apprentice will be required to
meet with their allocated Assessor at least
once a month. However, there are times
when this may need to be more frequent
based on the requirements of the standard
being studied. It is expected that these
meetings will be scheduled in advance and
will adhere to the allocated time frame.
Whilst the majority of the framework can be
completed within the workplace, there may
be times the Apprentice will need to attend
Aspire to Learn.

RECORDING AND REVIEWING
THE PROGRESS OF YOUR
APPRENTICE

The Assessor allocated to your Apprentice
will attend the workplace, enabling them to
carry out observations of the Apprentice,
perform professional discussions and
conduct progress reviews.These reviews are
organised at intervals of 10 weeks.There
may be circumstances which dictate the
reviews may be carried out at intervals of 4
weeks, but this depends on the Apprentice
and the progress which they are making.
During the review, both the employer and
Apprentice need to be present and have the
opportunity to contribute to the discussion
of progression, targets and future action
plans.

All assessments will be carried out by the
Assessor; at a time to suit both the employer
and the Apprentice to ensure that there is
minimal disruption to the working day.




OFF- THE- JOB TRAINING

Off-the-job training is defined as learning
which is undertaken outside of the normal
day-to-day working environment and leads
towards the achievement of the
Apprenticeship. This can include training that
is delivered at the Apprentice’s normal place
of work but must not be delivered as part of
their normal working duties. The off-the-job
training must be directly relevant to the
Apprenticeship standard and could include
the following. The teaching of theory for
example: lectures, role playing, simulation
exercises, online learning or manufacturer
training. Practical training: shadowing;
mentoring; industry visits and attendance at
competitions. It does not include:

* English and maths (up to level 2) which is
funded separately

* Progress reviews or on-programme
assessment needed for an Apprenticeship
standard

* Training which takes place outside the
Apprentice’s paid working hours

ON- THE- JOB TRAINING

The training and activities carried out by the
Apprentice in the work place are a vital part
of the on-the-job training component of the
work-based learning programme.As such,
the Assessor will work with the employer to
identify key tasks and experiences the
Apprentice will need to gain in the
workplace to compliment the off-the-job
training component provided by Aspire to
Learn.The combination of these training
plans will allow the Apprentice to provide
the evidence of their competence in key
areas of their chosen field and Functional
Skills components to ensure successful
completion of the full programme.

DISCIPLINARY PROCEDURES

The discipline of any Apprentice in the
workplace is the responsibility of the
employer. However the Assessor should be
notified of serious breaches of discipline or

recurring minor disciplinary problems and
will intervene where appropriate, as per the
terms and conditions of the Apprenticeship
Agreement.

If the employer does not have their own
disciplinary procedure, the policy created by
Aspire to Learn may be adapted and
implemented for the Apprentice whilst in the
workplace; please contact your Assessor for
more information.

HOLIDAY ENTITLEMENT

An Apprentice has the right to the same
holiday entitlement as other employees.The
standard holiday entitlement for an
employee in the UK is 4 weeks off each year.
As an employer, you may offer more than
this or increase it when the Apprentice has
been there longer, but this minimum still
applies.

SICKNESS AND ABSENCE

The Apprentice doesn’t have to inform
Aspire to Learn if they are absent, unless
they are due to meet with their Assessor on
that day.

Any sickness or absence must be accounted
for and recorded as specified in the
Apprentices’ contract of employment. If the
Apprentice is absent from work for 3
consecutive weeks, dependent on the
circumstances, the Apprentice may have to
leave the programme or take an agreed
break in learning.




EMPLOYER
REQUIREMENTS

Each employer working with Aspire to Learn
will be expected to provide quality work
experience and learning within a safe
working environment. An Apprenticeship
Learning Agreement between the employer,
Aspire to Learn and the Apprentice will
address the responsibilities involved and the
conditions that apply.

The employer is encouraged to take an
active role in all aspects of the Apprentices’
development and welfare, particularly for the
following areas:

* Nominating a supervisor or mentor to be
responsible for the Apprentice

* Carrying out an agreed programme of
induction, where relevant

 Taking part in qualification assessments and
reviews

* Ensuring equality of opportunity to the
Apprentice at all times.

The supervisor or mentor should encourage
and support the Apprentice to collect work
evidence to assist with the completion of the
course framework. This evidence includes:
completed diary or work sheets,
photographs and other visual or written
evidence of work.

The Assessor responsible for your
Apprentices’ programme should be kept up
to date on matters relating to attendance,
discipline, accidents, etc.

Please remember that our staff can be
contacted in writing, by email or by calling us:

Address: 68 George Lane, South Woodford,
London, EI8 ILW.

Telephone: 020 8989 9832

Email: info@aspire2learn.com

APPRENTICESHIP LEVY PAYING
EMPLOYERS

If you’re an employer with a pay bill over £3
million a year, you must pay the
Apprenticeship levy from 6 April 2017. Read
guidance on how to pay the Apprenticeship
levy.You will report and pay your levy to
HMRC through the PAYE process.

The levy will not affect the way you fund
training for Apprentices who started an
Apprenticeship programme before | May
2017.You’ll need to carry on funding training
for these Apprentices under the terms and
conditions that were in place at the time the
Apprenticeship started.

Less than 2% of UK employers pay the levy.
Levy funds will create opportunities for
young people across the country, delivering
the skills British businesses need.

The levy will give employers control of their
training, agree a total price for each
Apprenticeship, which includes the costs of
training and assessment. In England, the
government will top up employers’ levy with
an extra 5%, paid directly to employers’
Apprenticeship accounts.

An employer’s pay bill is made up of the total
amount of the employees’ earnings that are
subject to Class | National Insurance
contributions, such as:

* Wages

* Bonuses

e Commissions

* Pension contributions

NON-LEVY PAYING EMPLOYERS

Employers with a pay bill of less than £3
million a year will not need to pay the levy.

At least 95% of non-levy-paying employers’
Apprenticeship training and assessment
costs in England will be paid for by the
government. The government will ask these
employers to make a 5% cash contribution
to the cost, paid directly to the provider, and
the government covers the rest (up to the
maximum agreed funding band).




EQUAL OPPORTUNITIES

Aspire to Learn is committed to its policy
and the practice of equality of opportunity.
This commitment applies to all aspects of
work by Aspire to Learn and to all members
of the Aspire to Learn community, regardless
of gender, age, race, religion, marital status,
sexual orientation, socio-economic status,
political beliefs or any other trait commonly
identified for discrimination.

Everyone connected with Aspire to Learn is
expected to take responsibility for ensuring
that equality of opportunity and human
rights including British Values are promoted.
This comprises of creating a culture of
mutual respect in which all contributions to
society and this organisation are valued.

The aims and objectives, outlined below
indicate the expectations of Aspire to Learn:

* To comply with all relevant legislations,
including the Race Relations, Sex
Discrimination and Disability
Discrimination Acts.

¢ To ensure an environment free from
harassment, unfair or unlawful
discrimination

* To develop the ethos of equality of
opportunity and take positive steps to
promote said ethos.

* To regularly review the policies and
procedures which promote and protect
equality of opportunity

* To organise and access opportunities that
foster a culture of equality in both staff and
Apprentices

* To discourage and actively oppose any
unfair or unlawful discrimination

* To monitor procedures and activities to
ensure effectiveness

* To take into account the needs of
Apprentices, particularly those which
create barriers to participation

* To take positive action to redress
unjustified disparities in education and
employment.

HEALTH & SAFETY INFORMATION

As an Apprentice employer, it is extremely
important that an induction to the
workplace is carried out for all new
Apprentices. It is crucial that your
Apprentices are made familiar with their
environment, colleagues, duties, regulations
and health and safety requirements.

Inductions are best offered before an
Apprentice starts any new practical activities.

During the induction process, a member of
staff from Aspire to Learn will be present to
ensure that all requirements of the health
and safety induction are carried out. Should
the requirements not be met, the Apprentice
will be unable to begin their programme.

The following checklist suggests routine
items which should be covered efficiently as
Apprentices are shown around the premises
for the first time or when they move in to a
new area within the company. Please note
that the checklist can be either lengthened
or shortened to meet your individual needs
as an employer.You should adapt it in
accordance with changes made within the
workplace and as policies and procedures
are updated or replaced.

* Supervisor and mentor roles

» Company policies and procedures

* Smoking policy

* Key safety personnel

* Location of First Aid boxes and personnel
* Safe working systems

* Toilet and personal hygiene facilities

* Eating facilities

* Hazardous operations

* Control of Substances Hazardous to
Health (COSHH) assessments

* Prohibited equipment and areas

* The safe use of equipment

* Housekeeping agendas and policies
* Disciplinary rules and regulations

* Accident Report procedures

* Fire and evacuation procedure




The basis of workplace health and safety
legislation is the Management of Health and
Safety Regulations 1999, of which the Health
and Safety at Work Act 1974 is a part.As
such, employers have a legal obligation to
comply with any health and safety legislation
relating to their premises and to activities
the Apprentices are involved in.

Employers should pay particular attention to:

* Ensuring the company’s Health and Safety
Policy is brought to the attention of the
Apprentice

 Offering information, advice, training and
instruction on Health and Safety and safe
working practices to Apprentices. This
should, where necessary, be confirmed in
writing.

* Keep a complete record of all safety
training given to Apprentices.

* Ensuring Apprentices do not work on
plant machinery or in locations from which
they are prohibited by law and that such
prohibitions are recorded and monitored.

* Investigate all incidents and accidents
involving an Apprentice and take
appropriate remedial action

* Provide PPE free of any levy.

If an Apprentice is prohibited from working
on or with particular machinery, or should
not take part in any processes within specific
work areas, it should be specified both
verbally and in written form to ensure
complete understanding of the restrictions.

In some circumstances, Apprentices may be
at a higher risk than adults and will,
therefore, require closer supervision. It is the
employer’s responsibility to decide how best
to protect their Apprentices by devising and
operating working practices relevant to the
workplace.

There is also a responsibility to make sure
that the Apprentice is safe if they remain
within the workplace during meal breaks and
rest periods.

It should be noted that, during monitoring
visits, the Assessor with make further checks

on Health and Safety to record any changes
and log details of any additional training
which has been carried out.

The actions necessary to protect
Apprentices will depend on the nature of the
business, the layout of the workplace and
potential hazards.As an employer, you have
obligations under various legislations, of
which there are many. Below is a list, which
is not exhaustive by any means, which may
be relevant to your organisation. If you
require any further information on a
particular piece of legislation, please do not
hesitate to contact Aspire to Learn and we
are happy to be of service.

The regulations are as follows:
* The Health and Safety at Work Act 1974
* Noise at Work Act

* Management of Health and Safety at Work
Regulations 1999

* Provision and Use of Work Equipment
(PUWER) Regulations 1998

* Manual Handling Operations Regulations
1992

* Personal Protective Equipment (PPE)
Regulation 1992

 Display Screen Equipment Regulations
(DSE) 1992

* Disability Discrimination Act 1995

¢ Sex Discrimination Act 1995

* Equal Opportunities Act 1976




DUTY OF CARE

All those who are involved in the provision
of learning owe a duty of care to the
Apprentice. The duty bears most directly on
the employer who, at the time, has the
Apprentice in their charge. However, others
whose actions and omissions have a bearing
on the Apprentice’s well-being must share
the duty of care.

Employers may be sued if they are negligent
in their duty of care towards an Apprentice,
even if they are not breaking any specific laws.

REPORTING ACCIDENTS

Your Apprentice’s Assessor will need to be
made aware of any accidents which happen
within the workplace involving Apprentices.

The Reporting of Injuries, Disease and
Dangerous Occurrences Regulations
(RIDDOR) 1995 states that “if you are an
employer, self employed or anyone in control
of work premises, you are required to
report work-related accidents, diseases and
dangerous occurrences.

Reporting accidents and ill health at work is
a legal requirement.The information enables
the Health and Safety Executive (HSE) and
local authorities to identify where and how
risks arise and enables them to investigate
serious accidents.

As an employer, you must report all of the
following:

* Death or major injury

* An injury which lasts over 7 days.This is
applicable when an employee, Apprentice
or self-employed person has an accident at
work and is unable to work for over 7
days but does not have a serious injury.
Please note that the 7 days includes
weekends and public holidays.

* A work related disease

* A dangerous occurrence.This is applicable
when something happens that does not
result in a reportable injury but which
clearly could have done.

SAFEGUARDING

The health, safety and welfare of young
people and vulnerable adults is of primary
concern to Aspire to Learn.Therefore, we
take all necessary precautions to ensure that
risks are minimised.Where there are
concerns about a young person or
vulnerable adult’s welfare, Aspire to Learn
will work alongside the employer to resolve
any issues.

RESPONSIBILITIES OF THE
APPRENTICE

Apprentices have the same duty of care as
everyone else and must not interfere with or
misuse anything provided in the interests of
health, safety and welfare.

The Health and Safety (Training for
Employment) Regulations 1990 extends the
duties required of employers to Apprentices.
For example, an Apprentice must take
reasonable care to avoid injury to
themselves and others during their training
activities and to co-operate with employers
and colleagues.




T & C’S FOR HIRING AN APPRENTICE

APPRENTICESHIP AGREEMENT AND
GUIDELINES

the Employer to understand and adhere to all relevant
Governmental and legal guidelines pertaining to the National
Apprenticeship Programme.

1.2 Apprentices must be employed for no less than 30 hours
per week and no more than 40 hours per week.

1.3 As the employer of Apprentices, it is imperative that you
ensure all reasonable effort is made to ensure the
Apprentice completes all elements of their framework in
accordance with the National Apprenticeship Guidelines
and Standards and the Apprenticeship Agreement a

three-way contract of conditions between Aspire to Learn,

the Apprentice and the Employer.

1.4 In accordance with the Apprenticeship Agreement, regular
contact (minimum one meeting per calendar month) is to

be maintained between the Assessor, the Apprentice and
the Employer.

1.5 As an employer, you will need to assign a mentor to the

Apprentice and ensure that regular meetings take place to
review the progress of the Apprenticeship Programme and

employee objectives are being met.You will need to
allocate time for meetings with the Assessor and the
completion of necessary paperwork pertaining to the
progress of the Programme.

1.6 It is important that your Apprentice has sufficient time

during personal and working hours, to be able to complete
all elements of their Programme. Furthermore, you have to
allow time for your Apprentice to attend any examinations

which they are required to undertake.
HEALTH AND SAFETY

2.1 Inaccordance with Health and Safety laws, all employers
must have valid Employer Liability insurance and a Health

and Safety Policy including any necessary risk assessments
in place and you must provide the details of said policies to

Aspire to Learn.

2.2 Apprentices must have sufficient Health and Safety training

within the workplace including how to report accidents
and to whom they should be reported.

2.3 ltis the responsibility of the employer to ensure that all

possible measures are taken to ensure that the welfare and
safety of the Apprentice is paramount and that all risks are

minimised.
HOLIDAY ENTITLEMENT

3.1 Apprentices are entitled to the same annual leave as any

other employee, including statutory holidays. Currently, this

is 28 days per annum; including all Public holidays.

3.2 The Apprentice must follow company procedures when
requesting annual leave

WAGES

4.1 Apprentices, under the age of 19 or those aged 19 and

over but completing the first year of an Apprenticeship, are
entitled to the minimum Apprentice wage and must be paid

in accordance with your company’s procedure.

4.2 Apprentices which have completed their first year of their

Apprenticeship are entitled to National Minimum Wage
according to their age.These rates are applicable to time

spent training with Aspire to Learn, for example when the

Apprentice is taking their exams are hours worked.

43

As an employer, it is at your discretion to pay the
Apprentice more than the minimum wage. However, you
must continue to pay the agreed rate until the Apprentice
has completed their Programme or until they are eligible
for the National Minimum Wage.

4.4 All wage agreements must be in writing

REASONABLE EFFORT

5.1

52
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Upon hiring an Apprentice, you are contractually obligated,
to employ said Apprentice until they have completed their
Apprenticeship Programme.

Every effort should be made, by all parties, to ensure the
Apprentice remains on target with their programme and in
employment.

The contract cannot be terminated in the case of
redundancy unless the company closes or fundamentally
changes its character.

EXISTING EMPLOYEES

6.1

6.2

6.3

6.4

If your Apprentice is an existing employee, Aspire to Learn
can, at our discretion, waive any additional training fees and
employer contribution.

You cannot amend wages of an existing employee to the
minimum Apprenticeship wage.

If the employer ceases the Apprenticeship Programme
before the end date, the employer may be liable to repay
any administrative and resources expenses incurred by
Aspire to Learn at our discretion including recruitment
fees.

If the employee ceases their Apprenticeship Programme
before the end date, the employer may be liable to repay
any administrative and resources expenses incurred by
Aspire to Learn at our discretion including recruitment
fees.

6.5 The Apprenticeship Agreement can only be terminated

without any costs being incurred to the employer if it is
proven that the Apprentice is unteachable or untrainable
and all parties agree to the termination.

APPRENTICE MISCONDUCT

7.1

72
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Apprentices who have an Apprenticeship contract have
additional rights.The level of misconduct, committed by an
Apprentice, would need to be much higher than that of an
ordinary employee for dismissal to be considered fair in
the eyes of the law. However, the policies of your company,
relevant to misconduct and dismissal, would still have to be
followed and the Apprentice would be subject to the same
processes as an ordinary employee.

If the Apprentice is in breach of the Apprenticeship
Agreement, as an employer, you are unable to cease
training. Aspire to Learn will intervene upon being alerted,
by any party, to any breaches and mediate to resolve issues.

The Apprenticeship Agreement can only be terminated
without any costs being incurred to the employer if it is
proven that the Apprentice is unteachable or untrainable
and all parties agree to the termination.

Further information on Apprenticeships and the employer’s
obligations can be found on www.gov.uk.

COMPLAINTS POLICY & PROCEDURE

Our Complaints Policy & Procedure is available upon request.
Should you require this information, please contact Aspire to
Learn.
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