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Training Your Apprentice
Throughout the duration of their apprenticeship, your apprentice will
receive two different types of training. The first type of training they’ll
receive is ‘off-the-job’ training. This is delivered by a training provider
and will take place within their normal working hours. The purpose of
this training is to help the apprentice learn the skills, knowledge and
behaviours set out in the apprenticeship standard allowing them to
achieve occupational competence. The other type of training they’ll
receive is ‘on-the-job’ training, this training will be delivered by you, the
employer. This training is intended to help them perform the job you
hired them for.

'On-The-Job' vs 'Off-The-Job' training
The ‘off-the-job training’ will need to be at least 20% of the
apprentice’s working hours. However, the delivery of this training is
flexible meaning the employee doesn’t have to be out of the
workplace for a day a week. It could for example take place through
an online learning portal, at the workplace or if necessary, at a
college, university or with a training provider. As well as this, there is
more flexibility around the frequency of the training such as making
it one day of the week or being in blocks of time. Some employers
also chose to begin an apprenticeship with a block of training to
make sure the apprentice is work-ready. This can be tailored to suit
the needs of your business.

Maths and
English
If your apprentice
needs to study English
and maths for their
qualification, you must
give them time
(outside of the 20%
already put aside for
off-the-job-training)
to study for it as
English and maths
study is not a part of
the 20% minimum
training requirement.
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For more
information,
why not check
out our other
employer and
apprentice
resources.
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Apprenticeship
agreements
The use of an apprenticeship
agreement allows employers
and apprentices to confirm
their individual employment
arrangements that have been
made. Both you and your
apprentice must sign an
agreement that includes:
The qualification they’re
working towards.
The time you’ll employ
them for.
The training they’ll receive.
Their working conditions.

Apprenticeship
commitment
statement
This document needs to be
agreed with and signed by you
(the employer), the apprentice,
and the training provider. It must
include:
How to resolve complaints or
queries.
What is expected and offered
by the apprentice, employer
and training provider.
The planned content and
schedule for training.
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