SOME THINGS TO
CONSIDER ...
•

•

•

Apprentices must have a contract of
employment and work a minimum
of 30 hours a week (which includes
any hours where they attend the
College).
Apprentices aged 16-17 are not
allowed to work more than 40
hours per week.
Pay must be a minimum of £3.30
per hour.

•

Those aged over 19 may be paid
the Apprenticeship wage for their
first year of study when they
start training, but must move to
the National Minimum Wage as
soon as 12 months have elapsed,
whenever that may be within their
Apprenticeship programme.

APPRENTICESHIPS - MAKING A
SUCCESSFUL BUSINESS
Apprenticeship success rates 15% above the
national average
Source: Skills Funding Agency Success Rates, 2013/14

FOR MORE INFORMATION
www.cityplym.ac.uk/employers		
01752 305026
employers@cityplym.ac.uk

Gain a £1,500 grant when you take on your
first apprentice!*
*Terms & Conditions apply

City College Plymouth is proud to work with the following employers, supporting their
Apprenticeship recruitment and training.

BE PART
OF IT
Donated by Princess Yachts International plc

WE MEAN
BUSINESS!

City College Plymouth has an
enviable reputation for its excellent
industry partnerships and its
positive relationships with local,
regional, national and international
employers. These relationships are
highly valued by the College and
by employers themselves as they
provide excellent mutual benefits.
The College plays an essential role
within the business community, both in
the City and region beyond, and works
with a range of employers, large and
small, as well as local Government and
third sector organisations on a number
of initiatives - these add real benefits to
not only the business community but to
the wider community as a whole.
As one of the largest training providers
in the South West, and with a wealth of
industry knowledge and experience, we
are well placed to support businesses
within all industries, and of all sizes,
with a broad portfolio of training, from
Apprenticeships to higher-level skills,
and from basic English and maths to
management training.

“Taking on apprentices has been great for us. As a charity,
taking on an apprentice is a cost-effective solution to
developing the team. This way we can also support a young
person into work and ultimately a career … it is something
that I would like to continue going forward.”
Lorraine Clark, Charity Manager
South West Equine Protection

01752 305026 employers@cityplym.ac.uk

APPRENTICESHIPS DELIVER ...
Would your business benefit from
an individual who is committed,
enthusiastic and keen to learn new
skills? An apprentice could be the
answer! Apprentices bring many
benefits to employers and can
help make your organisation more
effective, productive and competitive
by directly addressing skills gaps
and succession planning.
Apprenticeships are not only found
across traditional industry sectors such
as construction and engineering, but
across all sectors including customer
service, administration and media and
digital industries.
The College offers intermediate,
advanced and higher-level
Apprenticeships in the following areas:
• business, administration and
customer service
• childcare, and health and social care
• construction and the building trades
• engineering, automotive and marine
• hair and beauty
• hospitality and catering
• media and computing
• performing arts and music
• science
• sport
• team leading and management
• travel and tourism.

AWARD-WINNING
PROVISION
City College Plymouth, as one of the
highest performing Apprenticeship
providers in the South West, really
understands the needs of all
sectors.
Graded ‘Outstanding’ by Ofsted in
2012, and the proud winner of the
2015 Association of Colleges’ Beacon
Award for the Promotion and Delivery
of Successful Apprenticeships, we can
help you gain a workforce with the
higher level skills needed to compete
in a challenging economic environment
and market place.
Ensuring you have a workforce which
has a range of skills and abilities is
crucial in ensuring business success staff with higher level skills can provide
your business with the edge it needs to
stand out from the crowd!

cityplym.ac.uk/employers

@cityplymbiz
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PRE-APPRENTICESHIPS

APPRENTICESHIP GRANT

Pre-Apprenticeships, also known as
Traineeships, are a formalised work
trial or work experience placement
that allows businesses to recruit the
next generation of employees with
minimal financial risk.
Employers tell us that young job
applicants lack the skills and
experience they need to be effective
at work. Pre-Apprenticeships offer
employers the opportunity to:
• carry out an ‘extended interview’
with a potential employee
• shape a young person’s training and
experience
• work with a young person for a
significant period
• benefit from a simple training
programme with minimal ‘red tape’.

Thousands of businesses have
already benefited from receiving
a government grant of £1,500 for
taking on an apprentice - you could
be next!
The grant is designed for employers
with up to 50 employees who wish
to recruit an apprentice between the

01752 305026 employers@cityplym.ac.uk

To take on a young person on a PreApprenticeship programme you will
need to provide a high quality work
experience placement for the trainee,
lasting anything from six weeks to
a maximum of three months. You
will not be required to pay the young
person, however, you are encouraged
to support them with expenses such as
transport and meals.
Once the young person has completed
their Pre-Apprenticeship, ideally, you
will need to give them:
• an interview for a position within
your business if one is available this could be a permanent position
or an Apprenticeship, or
• if no Apprenticeship or job
opportunity exists within your
business, provide a meaningful exit
interview together with a reference.

ages of 16 and 24. Grants are available
for up to five apprentices for any
business that is new to Apprenticeships
or who haven’t enrolled a new
recruit or existing employee onto an
Apprenticeship programme in the
previous 12 months.

“We’ve found that, by taking on an apprentice, you are able to mould
them to suit the business and, in our experience, everyone that we
have taken on has fitted really well into the team. You can ease them
into the things that you would like them to do whilst giving them that
vital on-the-job experience.”
Suzi Cumberland, Head of Operations
Devon Chamber of Commerce & Industry

cityplym.ac.uk/employers

@cityplymbiz
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TAKING ON AN APPRENTICE
You can take on an apprentice in
a number of ways. You could offer
an Apprenticeship to an existing
member of staff, or you could
recruit a new member to your team
via a Pre-Apprenticeship or an
Apprenticeship.

Whichever route you choose to take,
we will work with you throughout the
process, and wherever possible help
you access any available funding. See
our easy step-by-step guide below to
taking on an apprentice …

Training a member of your existing team as an apprentice

Recruiting a new member of staff as a Pre-Apprentice/
Apprentice
Looking to increase the size of your workforce by recruiting a new member of staff
as an apprentice? Our step-by-step guide below shows just how easy it is!
Step 1
Contact the College on 01752 305026 and speak with one of our experienced Account
Managers. Provide us with a job description so that the role can be matched to an
appropriate Apprenticeship standard (we have samples available which you can easily adapt).

If you have an employee who would like to complete an Apprenticeship, follow
these steps to make it happen.
Step 1
Contact the College on 01752 305026 and speak with one of our experienced Account
Managers who will ask you to provide a copy of the job description - this will enable the
current role being undertaken to be matched to the appropriate Apprenticeship.

Step 2
Your member of staff will need to complete and submit an application form to the College.
(We can help with this!) On receipt of the application form we will process it within three
working days.

Step 3
Your member of staff will then be invited to the College for assessments to check their
skills in maths, English, ICT and the vocational skills related to the Apprenticeship. The
invitation will be sent out within five working days of receipt of the application form.
Please note these assessments are intended to ensure the Apprenticeship is the
right course for the right person. They are usually delivered over two sessions,
which last up to five hours each.

Step 4
On successful completion of the assessments, and once a standard has been agreed, the
applicant will be assigned a Reviewing Officer who will be your main point of contact for the
duration of the Apprenticeship.
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Step 2
After notifying us of your vacancy, we will match it to any candidates that have applied
to the College and will also advertise it on the National Apprenticeship Service’s website,
the College website and through Careers South West. In order to attract a wide range of
applicants, we recommend that you also advertise the vacancy as widely as possible through
your own recruitment channels, signposting applicants to the College.

Step 3
You will be provided with an update on the level of interest in your vacancy and a shortlist
of potential candidates for interview, following rigorous screening and sifting from our
experienced Work-based Learning team.

Step 4
The College will co-ordinate interviews with the candidates on your behalf and, if you require,
provide guidance on selection methods and interviewing.

Step 5
Your apprentice will then be employed as per your organisation’s terms and conditions.
Otherwise, steps two to four are repeated until a suitable candidate is found.

cityplym.ac.uk/employers

@cityplymbiz
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