
Apprenticeships
Guide for Employers



We are a large further education college in Hertfordshire with campuses in St Albans, Welwyn Garden 
City and a further training provision in Borehamwood.

Originally established in 1921, our St Albans Campus opened its doors to First World War ex-service 
men under the Officers’ Agricultural Training Scheme and to the Women’s Land Army members.
Since then, the College has developed a wide range of learning opportunities, offering courses across 
a diverse range of subjects at different levels.

There are approximately 1,500 full and part-time courses offered to approximately 10,000 students 
who come from a wide variety of regions. These courses range from vocational courses with 
strong links to employers through to elite sports, the arts and a wide variety of A Levels. We are 
also nationally recognised for our outstanding provision for learners with mild and severe learning 
difficulties.

Welcome to 
Oaklands College
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Why choose   
  Oaklands?

We regard our partnerships with employers to be of the utmost importance and will strive to exceed 
your expectations with the training that we deliver. 

You may want to recruit and train an apprentice, to become a valued member of your team, or you 
might want to offer a current employee a professional qualification and training to help them progress 
in their role and within your company.

Our team of experienced and qualified staff focus on providing work-centred bespoke training to 
learners. As a result, our training programmes ensure that your staff receive high quality, tailored 
training that meets the requirements of your business. 

Our Business Development Team serves as the support team for our employers by answering 
their queries, promoting their vacancies, matching them with learners, assisting with National 
Apprenticeship Service registration, providing financing and Levy advice and advising about funding 
incentives.

By choosing to work with us, we can help you add value to your business and provide you with: 

• A dedicated, professional team of staff and industry led trainers
• A wealth of experience providing the successful delivery of a wide range of apprenticeships, 

validated by our proven track record and reputation
• Continuous support, and guidance for both you and your employee throughout the life of their 

apprenticeship
• Focused programmes embedding the skills your business needs in order to thrive
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To contact our Business Development Team
email apprenticeships@oaklands.ac.uk

or call 01727 737478
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What is an 
  Apprenticeship?

Apprenticeships are an effective and cost-efficient training tool for new and existing employees of all 
ages, from 16 upwards.

• Apprenticeships are work-based training schemes designed to help you develop talent in your 
business. 

• Apprenticeships combine work with study and result in a programme which is truly work focused. 
• Apprenticeships can be offered to new or existing employees. 
• Apprenticeships are available to organisations of all sizes and from all sectors

Apprenticeship levels:

Name Level Equivalent educational level

Intermediate 2 Five GCSE passes at Grades 9-4 (A*-C)

Advanced 3 Two A Level passes

Higher 4-7 Foundation degree and above

Degree 6-7 Bachelor’s or master’s degree

To view our current apprenticeships please visit our website
www.oaklands.ac.uk/apprenticeships
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Benefits of an   
  Apprenticeship

• Future-proof your workforce
• Fill your skills gap
• Develop existing staff
• Improve productivity and efficiency
• Increase motivation across teams
• Reduce training and recruitment costs
• Take advantage of Government financial incentives

Employers will receive £3,000 for new employees of any age who start 
their apprenticeship from 1 April to 30 September 2021.
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Funding
  an Apprenticeship

Your annual payroll bill will determine how much you, as an employer, are required to contribute 
towards apprenticeship training costs or if you can receive full funding.

• If you have a payroll bill of over £3 million, you will already be paying into the Apprenticeship Levy 
and can use these funds to fund the apprenticeship training costs 

• If you have a payroll bill of under £3 million, you will have to contribute 5% of the apprenticeship 
training costs, while the Government pays the remaining 95%. 

• If you have less than 50 employees and, your apprentice is aged 16-18, as well as having a payroll 
of under £3 million, the Government will pay 100% of the apprenticeship training costs.

Payroll bill over £3 million 
(Levy payer)

Annual payroll under £3 
million

Less than 50 employees, 
apprentice aged 16-18 and 

payroll under £3 million

You already pay 0.5% of your 
annual payroll into Levy pot

You’ll contribute 5% of the 
apprentice training costs No contribution required

Government will top up your 
contribution by 10%

Government will pay 95% of 
apprentice training costs

Government pay 100% of 
apprentice training costs

This funding can be used for 
existing or new employees

This funding can be used for 
new or existing employees

This funding can be used for 
new or existing employees

Additional £1,000
incentive for recruiting an 

apprentice aged 16-18 or for 
someone who is over 19 who 
required additional support

Additional £1,000
incentive for recruiting an 

apprentice aged 16-18 or for 
someone who is over 19 who 
required additional support

Additional £1,000
incentive for recruiting an 

apprentice aged 16-18 or for 
someone who is over 19 who 
required additional support
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Key
  roles and responsibilities
  of the employer

• Pay your apprentice an agreed wage (must at least meet the National Apprenticeship minimum 
wage)

• Provide employment and the necessary training for the duration of the apprenticeship
• Provide a contract of employment of at least 30 hours per week
• Apprentices must receive the same benefits as other employees 
• Support Off the Job (OTJ) training – paid time off to train during work hours
• Provide a safe workplace
• Provide a workplace induction
• Participate in an ongoing review process
• Release the learner to attend Functional Skills if required
• Provide a suitable workplace mentor
• Register on the National Apprentice Service portal

86% of employers said 
apprenticeships helped them 
develop skills relevant to their 

organisation

78% of employers said 
apprenticeships helped them 

improve productivity
74% of employers said 

apprenticeships helped improve 
the quality of their product or 

service

Source: www.apprenticeships.gov.uk
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Key
  roles and responsibilities
  of the college

We will:

• Provide initial support and guidance to identify the correct apprenticeship for your business needs

• Promote your vacancies and help to identify suitable learners

• Provide assistance and advice regarding National Apprenticeship Service registration and finance

• Provide an induction programme to the apprentice that explains the training

• Provide an initial assessment for Functional Skills including English and maths requirements

• Provide appropriate learning materials for the apprentice

• Report absence from scheduled training to the employer

• Ensure the quality of delivery through regular observations of teaching, learning and assessment, 
and will take into account apprentice and employer feedback

• Lead progress reviews with the apprentice and employer

• Agree with the apprentice and employer when the apprentice is ready to undertake End-point 
Assessment

• Ensure that there are equal opportunities in all parts of the learning programme and provide 
guidance in health and safety issues
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Delivering the 
Apprenticeship

Our Business Development Team are here to support you – they will explain the process, establish 
your training and recruitment needs and go through all of the costs and incentives. We will then 
carry out a skills-scan to identify the apprenticeship programme that best fits with your training 
requirements. 

If required we will then advertise your apprenticeship vacancy on the national recruitment site and 
our own college site for a minimum of two weeks.

When you have selected and recruited you’re apprentice the college assessor will arrange a start-
up meeting with the apprentice and the workplace mentor to plan the training and assessment 
programme. The assessor will carry out review meetings every eight to 12 weeks to ensure the 
apprentice remains on track to succeed. The assessor will be your key contact for all issues relating to 
training and the Business Development Team will continue to support your business through the entire 
journey

Apprentice journey

1. Resource, shortlist & recruit apprentice
2. Initial assessment for suitability
3. Signing of all relevant documentation
4. Registration on National Apprenticeship 

Service (NAS)
5. Enrolment on any additional training such as 

Functional Skills
6. Progress reviews every eight to 12 weeks
7. Reach Gateway
8. Prepare for End-point Assessment (EPA)
9. The EPA

Apprenticeship standard process

Design and contracting with 
employers

Initial assessment

On-the-job and off-the-job training

Gateway

End assessment

Completion and certification

Occupational competence



10 Oaklands College | Apprenticeship Guide for EmployersOaklands College | Apprenticeship Guide for Employers

What is off-the-job (OTJ) training?

OTJ training is training received by the apprentice, during the apprentices paid hours, in college and 
in the workplace, for the purpose of achieving their apprenticeship and must be a minimum of 20% of 
their contracted working hours. 

It must be directly relevant to the Apprenticeship standard, teaching new knowledge, skills and 
behaviour required to reach competence in the particular occupation and can include the following: 
• The teaching of theory (lectures, online training)
• Skills training, shadowing, mentoring, industry visits
• Learning support and time spent writing assignments
• Time spent in college

What is Gateway?
The Gateway review is a critical milestone in the apprenticeship journey as it denotes a move from on-
programme delivery to independent assessment. 

The aim of the Gateway review is to judge the apprentice’s readiness for End-Point Assessment (EPA) 
This means that those involved in the on-programme delivery have agreed that the Knowledge, Skills 
and Behaviours of a particular standard have been sufficiently covered and the employer has decided 
that the apprentice is suitably confident and prepared for the EPA.

What is involved in an EPA?
All apprentices must take an independent assessment at the end of their training to confirm that they 
have achieved occupational competence. Rigorous, robust and independent End-Point Assessment 
(EPA) is essential to give employers confidence that apprentices completing an apprenticeship 
standard can actually perform in the occupation they have been trained in and can demonstrate the 
duties, and knowledge, skills and behaviours (KSBs) set out in the occupational standard. An EPA can 
involve a variety of assessment methods including:
• Practical assessment
• Interview
• Project
• Portfolio
• Written test
• Presentation

If the apprentice is deemed to be ready the End Point Assessment Organisation (EPAO) is notified and 
provided with the necessary evidence by the college. The EPA is then arranged. 
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FAQs
1. Who can do an apprenticeship? Anyone over the aged of 16, new and existing employees
2. What length is an apprenticeship? A minimum of 53 weeks up to four years
3. How are apprenticeships funded? Largely by the government – smaller businesses contribute a 

maximum of 5%, levy payers use their levy funds.
4. Does funding cover the cost of my apprentice’s salary? No, paying the apprentice salary is an 

additional cost and is the responsibility of the employer
5. How much do I need to pay my apprentice? National minimum wage for apprentices for at least 30 

hours per week including training hours
6. How often does an apprentice attend college? Most apprenticeships are one day per week, some 

can be more and some are delivered remotely
7. Do apprentices take exams?  Yes, the standard will now include an End Point Assessment (EPA)
8. Do I have to keep the apprentice at the end of the apprenticeship? Ideally yes, but this is your 

decision
9. What is OTJ? Paid time off to train during working hours
10. What are Functional Skills? An apprentice without the required English and maths GCSE grade will 

be required to attend Functional Skills training organised by the college
11. What is the National Apprentice Service? All employers of apprentices are required to register in 

order to reserve funding and claim incentives
12. What is the Apprenticeship Levy? It is a UK tax on employers which can be used to fund 

apprenticeship training. In the current tax year it is payable by all employers with an annual pay bill 
of more than £3 million at a rate of 0.5% of their total pay bill.

13. How can I find out more about employing an apprentice? Contact our Business Development 
Team on 01727 737478 or apprenticeships@oaklands.ac.uk.

Oaklands will support your business at every stage from your initial enquiry to 
celebrating the successful achievements of your apprentice.

Don’t delay, contact the Business Development Team today to see how we can help 
you benefit from apprenticeships and take your business onto the next stage of 

success.



01727 737478 apprenticeships@oaklands.ac.uk

Oaklands College
St Albans Campus

Hatfield Road
St Albans

Hertfordshire
AL4 0JA

www.oaklands.ac.uk

There’s never been a better time to employ an apprentice


