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1. Introduction
The Trust is committed to developing talent and creating meaningful career opportunities through apprenticeships. We recognise that starting an apprenticeship is an important step, and often a new experience, with much to learn and take in.
Apprenticeships provide a valuable opportunity to gain practical, hands-on experience while working towards nationally recognised qualifications.
In line with our values of ambition, collaboration, and trust, we are committed to creating a supportive and inclusive environment where apprentices feel welcomed, valued, and able to grow. 
This policy outlines how apprenticeships are implemented across the Trust, ensuring a consistent, supportive, and compliant approach.
2. Scope
This policy applies to all schools operating under Apex Collaborative Trust and is relevant to both new applicants seeking apprenticeship opportunities and existing employees who wish to develop their skills through an apprenticeship programme. It sets out the framework for recruitment, training, and support of apprentices across the Trust, ensuring consistency and fairness in all processes. 
This policy is non-contractual and may be updated periodically to reflect changes in legislation or Trust practice. 
3. Objectives
Our apprenticeship programme supports workforce development and succession planning by providing structured pathways to gain qualifications while working.
We promote ambition by enabling individuals to develop and progress in their careers, collaboration through strong partnerships between apprentices, colleagues and training providers, and trust by creating a supportive environment where individuals are empowered to take ownership of their development.
Our aim is not only to develop skills and knowledge, but to ensure apprentices feel confident, included, and able to make a positive contribution to their role and the wider Trust.
4. Definitions
An apprenticeship is a structured work-based training program that combines practical, hands-on experience with theoretical learning. This training leads to a nationally recognised qualification, equipping the apprentice with the essential skills and knowledge required for their chosen career path. Apprenticeships are available at various levels, from intermediate to advanced and higher qualifications, ensuring accessibility for individuals at different stages of their professional journey.
5. Legal Framework
This policy is aligned with the key legal and regulatory requirements governing apprenticeships in the UK. It adheres to the provisions set out in the Apprenticeships, Skills, Children and Learning Act 2009, ensuring that all apprenticeships meet statutory requirements. Additionally, it complies with the framework established under the Apprenticeship Levy, which provides funding mechanisms for training and assessment. The policy also incorporates the Education and Skills Funding Agency (ESFA) Apprenticeship Funding Rules, ensuring adherence to financial and operational guidelines. Furthermore, our approach is consistent with the Equality Act 2010, guaranteeing that apprenticeship opportunities are inclusive and accessible to all, as well as the Data Protection Act 2018, which governs the handling of personal information related to apprentices.
6. Apprenticeship Levy 
The Apprenticeship Levy is a UK government initiative that requires employers with an annual pay bill of over £3 million to contribute funds towards apprenticeship training. These funds are used to support the cost of training and assessment for apprenticeships, helping employers invest in workforce development.
7. Roles & Responsibilities 
The successful delivery of apprenticeships relies on a shared commitment across the Trust:
Trust Leadership Team – provides strategic oversight and ensures alignment with organisational priorities. 
Director of People – oversees recruitment, coordination, and compliance of apprenticeship programmes. 
Line Managers – play a key role in supporting apprentices day-to-day, helping them to settle into their role, build confidence, and achieve their learning goals.
CFO – oversees levy funding and ensures appropriate financial management. 
All those involved are expected to model the Trust’s values by encouraging ambition, working collaboratively, and building trusting relationships that support apprentices to succeed.
8. Identifying Apprenticeship Opportunities  
Apprenticeship opportunities within the trust arise through workforce planning, identification of skills gaps, and professional development requirements. By assessing the Trust's evolving needs, we determine where apprenticeships can be utilised to support staffing, training, and career progression. Additionally, existing employees may explore apprenticeships as a means of professional development, enabling them to upskill and gain formal qualifications while continuing to work.
9. Recruitment and Selection 
Our recruitment process reflects our commitment to fairness, inclusion, and opportunity. Vacancies will be advertised internally and externally to attract a diverse range of candidates.
We recognise that applicants may be at different stages in their career journey, and we value potential as well as experience. We are committed to providing a supportive and accessible recruitment process, including reasonable adjustments where required.
All appropriate safeguarding and pre-employment checks, including DBS where required, will be carried out in line with Trust procedures.
Apprentices will also be supported through a structured induction and onboarding experience, helping them to understand their role, the Trust, and how they can succeed in their apprenticeship.
10. Apprenticeship Agreement 
Before commencing their role, all apprentices must sign an apprenticeship agreement, which outlines their responsibilities, training commitments, and terms of employment. This agreement is in accordance with the ESFA template and ensures transparency between the employer, apprentice, and training provider. 
11. Training and Development 
Apprentices will follow a structured training plan that combines practical, on-the-job learning with off-the-job training in line with apprenticeship requirements. Apprentices will complete a minimum of 20% of their working time as off-the-job training, in line with apprenticeship funding rules.
We recognise that the initial stages of an apprenticeship are particularly important. Apprentices will be supported to build their understanding, develop confidence, and gradually take on responsibilities as they progress.
Apprentices are encouraged to take an ambitious approach to their learning, working collaboratively with colleagues and training providers within a supportive and trusting environment.
12. Monitoring and Support 
Ongoing support is a key part of a successful apprenticeship. Regular progress reviews will take place to provide feedback, recognise achievements, and identify any additional support needed.
Line managers will work closely with apprentices to support their development and wellbeing. In addition, each apprentice will be allocated a mentor or buddy where appropriate, helping them to settle into their role, navigate the workplace, and build relationships with colleagues.
This reflects the Trust’s commitment to creating a supportive, collaborative environment where individuals feel confident to ask questions, share experiences, and develop.
13. Assessment and Certification 
At the conclusion of the apprenticeship, apprentices must complete an end-point assessment, which evaluates their competency based on the skills, knowledge, and behaviours outlined in their apprenticeship standard. Upon successful completion, apprentices will receive an industry-recognised certification, formally recognising their achievements.


14. Equality and Diversity 
The Trust is committed to ensuring that all apprenticeship opportunities are accessible and inclusive. We actively promote equality, diversity, and inclusion, fostering a culture of trust and respect, where individuals feel confident to contribute and succeed.
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