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Welcome

Mercia Management Limited would like to take this opportunity to welcome your Organisation and to “Thank You” for embarking on this very important relationship which will develop your employee’s skills and be of huge benefit to you as an employer.

Taking an Apprentice has major benefits for your business. There are more than 250,000 people currently undertaking Apprenticeships, all of whom are committed to an intensive programme of learning and hands-on experience that helps them achieve their goals.

Apprenticeships equip young people with the skills and knowledge to do the job better, because they are more motivated they work harder and more effectively for your business.

Apprentices are motivated people who are keen to learn. By offering Apprenticeships you will find it easier to retain able young people.

Apprenticeships are designed by businesses in your sector to meet the needs of your business. This means the learning is always relevant and people who genuinely understand what you do tailor it to the needs of your sector.

Apprenticeships allow you to invest in your business’s future. By taking on an apprentice you can acquire specialist skills for your business that allow you to keep abreast of new technology.

If at any point in the future you require further information please contact any of the WBL team (contact details can be found on page 14 of the guidance).

Introductiontc "INTRODUCTION"








This guide has been produced for Organisations to refer to regarding the roles and responsibilities of all parties involved in the Apprenticeship programme.

· It outlines the structure and aims of Learning Programmes

· The role of Mercia Management Limited as a Training Provider

· The conditions relating to apprentice status

· The involvement of employers in terms of training and day-to-day operations and responsibilities

It is important that all staff involved with apprentices, are aware of their responsibilities.  Queries, will hopefully, be answered within this guide.  However, if there are situations not covered or any suggestions to improve the guide, then please discuss this with us.

Aims of the Learning Programme

Apprenticeships focus on the whole job, not just individual skills.

Apprentices learn through a combination of on- and off-the-job education and training. On the job they work alongside your staff and the rest is covered by courses that develop their underpinning knowledge.

There are 2 levels of Apprenticeship:

· Intermediate Apprenticeships usually last a minimum of a year and apprentices work towards a National Vocational Qualification at Level 2, Functional Skills /Key Skills at the appropriate level and a Technical Certificate also at level 2.

· Advanced Apprenticeships usually last at least a minimum of 2 years and apprentices work towards a national Vocational Qualification at level 3, Functional Skills/Key Skills  at the appropriate level and a Technical Certificate also at level 3.

The unique way in which Apprenticeships combine on-the-job experience with quality training and study helps to produce highly competent and motivated staff that are a credit to any organisation. In many cases, an Apprentice’s learning can be tailored to meet your individual business needs.

The Role of Mercia Management Limitedtc "THE ROLE OF MERCIA MANAGEMENT"
Mercia Management Limited will manage:

· The design and structure of learning and Assessment

· Quality of learning wherever the apprentices receive it

· Administration 
· Liaison with local colleges for the Technical Certificate element of the Engineering Apprenticeships

· Advice, Guidance, Safeguarding and Counselling for apprentices.
All Mercia policies and procedures for the above are available on request
· Consultation and support for employers

Mercia Management Limited will design a programme for each employer that covers the following:

· Recruitment and selection of young people

· Initial Assessment of the young person to gauge their strengths and weaknesses and whether any additional support is required.

· Implementation of the Apprenticeship requirements to include the following:



NVQ



Functional  Skills/Key Skills
Technical Certificate (a vocational, certified qualification to cover theory)



Employment  Rights and Responsibilities.



Health and Safety



PLTS

Mercia Management Limited offer free additional services they are:

· Individually match young people to employers

· Ensure the learning programme and on-the-job experience and learning match the employers and apprentice’s needs.

A flexible on-going learning package is agreed for each apprentice, which may include:

· Attendance at a local college for the duration of the Technical certificate (a vocational, certified qualification which is additional to the NVQ but delivers underpinning knowledge to support the apprenticeship).

· Attendance at local college or Mercia Management Limited for Functional skills/key skills  support sessions and external testing (times of attendance and test dates are negotiated around work commitments).

· Continuous assessment in the workplace by a Mercia trained NVQ Assessor (over the period of the learning programme as negotiated with the employer and apprentice).

Young People are recruited into Apprenticeships through the following agencies:

· Connexions

· Employers who may recruit direct

· Schools

· National Apprenticeship Scheme

· Referrals from other training providers

Qualifications
The Learning programme that your Apprentice undertakes is based upon a nationally recognised framework that is relevant to the industry both you, as the employer and the Apprentice are working in.

Apprenticeship frameworks are now delivered with Key Skills/Functional Skills Units in three vocational areas.  
·      Maths
· 
English
· 
Information & Communication Technology

In addition your learner will undertake Employment Rights and Responsibilities and Personal Learning and Thinking Skills,  which are the underpinning knowledge elements of the qualification.

Your apprentice will be supported in their NVQ by a fully competent and qualified NVQ Assessor. The Assessor will do the following:

· Visit your workplace on a mutually agreed regular basis and work with the Apprentice ensuring they know all the theory relevant to their job role.

· They will assess each Apprentice against the National standards of the NVQ.

· The Assessor will observe the Apprentice doing their job.

· The Assessor will conduct a professional discussion about their job.

· The Apprentice will produce evidence of tasks they have completed during the course of their work, which will be reviewed by the Assessor.

· Each Apprentice’s portfolio will be kept up-to-date so both you as the employer and the Apprentice can see how they are progressing.

· Organise and conduct regular progress reviews
The apprentice will require time with you or their immediate Supervisor to review their daily activity. They will need your support in identifying and capturing evidence from their job. It is expected that your apprentice will be given sufficient time each week (approximately 1 hour) to work on their portfolio or other elements of their framework.

Progress Reviews / Individual Learning Plan
It is important that you and your apprentice know how the programme is progressing. You are encouraged to periodically review what evidence the apprentice requires in order to progress their NVQ and other components of their framework.  In addition wider elements such as Health and Safety, Equal opportunities and safeguarding will be discussed. An appointment with you and your apprentice will be made every 12 weeks, for a formal review of progress, and to plan for Work Based Learning needed to link with work carried out by the college at college (if applicable).

This review is very much like an appraisal and we take it very seriously. It needs planning and preparation and ideally a quiet environment in which to hold it. We realise that it is not always possible but your presence is essential.
Each apprentice at the beginning of their apprenticeship will have completed and Individual learning Plan (ILP), this plan is completed with assessors and details all information regarding the NVQ they are following, key skills, reviews, assessments, technical certificates etc. The ILP is a very important document, both you and the learner will receive a copy and it forms the basis for any reviews and assessments which take place. The ILP is a useful tool for you as the employer as it details everything you need to know about what the apprentice is doing and when.

Should you wish for further information relating to the NVQ being undertaken by your apprentice please speak to the assessor on their next visit or telephone (01902) 713552 and ask for the specific Assessor or the WBL Programme Co Ordinator.
Inductiontc "QUALIFICATIONSThe training programme that your learner will undertake is based upon a framework laid down by the industry lead organisation _ normally the trade group to which the organisation would belong or an organisation who are the acknowledged for taking the lead within the area of activity i.e City & Guilds.National Vocational Qualifications (NVQís) are now delivered with Key Skills Units in five vocational areas.  The qualifications that learners are now working towards are Foundation Modern¨Åæ!"
Once in company, each apprentice will receive an Induction onto the programme, by their appointed assessor.
You are required to discuss the following with your apprentice(s) on the first day of training:


· Introduction to supervisor and colleagues

· Training/development provision

· Fire procedure/exits etc

· Disciplinary/grievance procedure

· Sickness/absence procedure

· Equal Opportunities policy (Equality and Diversity and Safeguarding)

· Tour of premises

· Canteen facilities

· Hours of attendance/breaks/timekeeping

· Standards of dress
· Health & Safety responsibilities/clothing

· Accident procedure/First Aid

· Administration procedures

· Holidays

· Rules/Regulations

· Where Apprentice is working at many sites a Health & Safety Induction must be given at each site.

Before an Apprentice joins your Organisation a full Health and Safety check will be carried out by a suitably qualified member of staff from Mercia Management Limited. 
If a judgement is made that the Apprentice would be put at risk of accident or injury, Mercia Management Limited reserve the right not to allow the learner to work at your premises.

Following a Health and Safety check, an action plan is drawn up (if necessary), any actions identified in this plan will be followed up within 1 month by a member of staff at Mercia Management Limited.
National Minimum Wage

With effect from 01 October  2010
Age



Min Rate/Hour
21 & Over


£5.93 
18-20 inclusive

£4.92
16-17 inclusive

£3.64
* Accredited training mean someone who is undertaking a programme of at least 26 days training, in the first six months with a new employer, eg NVQ, VRQ, C & G, BTEC, or similar

Apprentices (SFA Approved)

Under 19 years

£2.50 per hour minimum wage / £100.00 per week 
Over 19 years

£2.50 per hour / £100.00 per week minimum 
& in 1st year of training

18-20 years having

£4.92/Hour 

received 1 year training 

or more

Over 21 years

£5.93/Hour

Illnesstc "ILLNESS"
Where an apprentice loses time from work, due to illness an appropriate Self Certificate or doctor’s note must be forwarded to Mercia Management Limited.
Accidents and Incidentstc "ACCIDENTS"
Details of all accidents and near misses occurring during working hours to apprentices, as with employees, must be entered in the appropriate accident book.  Mercia Management Limited must be notified immediately of any accident resulting in the loss of three consecutive work/learning days, or in cases classified as reportable under R.I.D.D.O.R.

· You have a legal responsibility under the Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 1995 to report incidents of this nature to the Health and Safety Executive

· Mercia Management Limited will need to undertake an accident investigation

· Skills Funding Agency  may need to undertake an accident investigation

· Health and Safety Executive may need to undertake an accident investigation

Holidaystc "HOLIDAYS"
Current statutory holiday entitlement is allowed.

Other Time offtc "OTHER TIME OFF"
Your Apprentice’s learning programme is made up of many elements requiring off the job training at Mercia Management Limited.  You will be supplied with details as appropriate.

Hours of Attendancetc "HOURS OF ATTENDANCE"
Current working time regulations apply.

Contracts of Employment

Your Apprentice must be issued with a contract of employment and a copy provided for Mercia Management limited. As a minimum this contract of employment must detail the Apprentice’s rate of pay and how and when they will be paid, hours of work, arrangements for sick leave, maternity/paternity leave and details of annual leave entitlement, the contract should also detail any other benefits that maybe part of the Apprentices employment package.
Grievance and Disciplinetc "GRIEVANCE & DISCIPLINE"
Your Apprentice has been given a copy of Mercia’a Disciplinary Procedure; however, any Company documentation relative to their employment supersedes Mercia’s documentation.
Insurancetc "INSURANCE"
While on the programme each apprentice must be covered under the Company's Employers/Public Liability insurance.  It is prudent to discuss this with your insurers if you are in doubt regarding sufficient cover.

It is the Employers responsibility to issue Mercia Management Limited with a copy of your current Employer’s Liability Insurance.

Health and Safetytc "HEALTH & SAFETY"
All company obligations under the Health & Safety at Work Act (1974) must be adhered to in connection with your apprentice.  Adequate safety precautions must be taken at all times including working under supervision until an apprentice is competent in the use of machinery and ensuring the correct protective clothing is worn.  Overalls and Safety footwear are issued free, to non-employed status engineering apprentices only, on a one off basis to help them financially.  However all apprentices must be issued with overalls and other personal protective equipment, if the company policy is to provide employees with personal protective equipment, it is normal for the apprentice to be included also.

Young People do not have awareness of the dangers presented within the working environment.  It is the Employers responsibility to ensure Apprentices are aware of these dangers and to make the working environment safe through Supervision, Training and restricted access. Fully documented in a specific risk assessment for young persons
Equality of Opportunitytc "EQUALITY OF OPPORTUNITY"
Equality of Opportunity is embedded within all learning programmes delivered by Mercia Management Limited,  this statement is reflected within our policy document(s).

Types of discrimination:

Direct Discrimination is when an individual or group are treated differently simply because of sex, colour, age, ethnic origin, nationality, marital status or disability.

Indirect Discrimination is when a condition or requirement is imposed that will disadvantage individuals or groups when there is no requirement or justification to do so.
Direct discrimination is normally more easily identified; however, indirect discrimination is more subtle and not always easy to see. Typical examples of indirect discrimination would be to predominantly send male employees on training courses even though there is an equal mix of both genders within the workplace, or offering a promotion with extra hours attached that may preclude a female with children from accepting.

Both direct and indirect discrimination may occur as a result of stereotyping. Stereotyping is the act of classing the actions or behaviour of an individual in line with a stereotypical perception i.e. Scottish people are always mean with their money.

Victimisation is also considered by Mercia Management Limited to be a form of discrimination; victimisation is when an employee or apprentice is treated unfairly due to supporting other lawful actions within the workplace. A typical example would be where an apprentice sees an act of discrimination against another employee and then makes his/her support for that person known. If that apprentice is then treated differently as a result, then victimisation has occurred.

Bullying & Harassment is also covered by employment law and as such is unacceptable within a training scheme. Typical forms are: Verbal, Non-verbal, Physical and any other activity that affects the dignity or ability to carry out duties within the workplace.

Should apprentices suffer any of the above forms of inequality within the workplace, they should discuss the issue with their supervisor or NVQ assessor - whichever is most appropriate. The grievance policy of Mercia Management Limited (or sponsor company in the case of employed status trainees) should be utilised to address issues of this nature. Remember: most equal opportunity issues are addressed within employment law - there is no excuse for perpetrators.

Mercia Contactstc "MERCIA CONTACTS"






Detailed below are the members of Mercia’s Work Based Learning Training team.

If at any point in the future you require any further information please contact any of the following:

Michelle Hogg

-
WBL Programmes Co Ordinator

Sheila Morrow

-
WBL Quality Co Ordinator/Assessor
Keith Bailey


-
NVQ Assessor
Paul Howcroft

-
NVQ Assessor 
John Everall


-
NVQ Assessor

Tanya Palmer

-
Marketing and Recruitment Co Ordinator
Emily Judge


-
Administrator
Jill Johnson


-
Train to Gain Co-Ordinator/Assessor
Suzanne Townsend

-
NVQ Assessor

Sarah Voice


-
NVQ Assessor

Mercia Head Office Number: 01902 713552

If, for whatever reason you are unhappy with the service you are receiving from Mercia Management Limited, you need  to complete the Improvement Need Report and forward this to the Programme Co Ordinator at Mercia, any concerns you have will be followed up and resolved within 4 weeks of receiving your report.

Employer Agreement

Name of Employer:_________________________________________________

Name of Individual responsible for Apprentice:_________________________
Name of Apprentice:________________________________________________

I agree to provide assistance with the following:

· Work which is relevant and appropriate to meet the needs of the Apprentice with respect to their Apprenticeship Programme.

· Provide apprentice with minimum 1 hour per week for portfolio building.           

· Release apprentices for additional learning support as required.

· Give apprentices access to any information / advice to enable them to build evidence required to complete the qualification.

· Nominate a Supervisor / Mentor to be responsible for the apprentice(s) on a day-to-day basis and to liaise with Mercia’s Assessor.

· Participate fully in all reviews (12 weekly)

· Provide access to Mercia representatives for monitoring and assessment purposes for a minimum of 2 hours per month to assess the apprentices NVQ in the workplace or in Mercia.      
· To complete a Company Induction within 4 weeks of the apprentices commencement.

· Pay apprentices wages through an agreed method at a rate of at least £100.00 per week.

· Issue any necessary Personal Protective Equipment, free of charge, to apprentices.

· Ensure the Health, Safety and Welfare of the apprentice(s) is in line with current Health and Safety legislation.

· Inform Mercia immediately of any reportable illness, Non-attendance or accidents occurring in connection with any apprentices during normal working hours.

· Ensure equality of opportunity and Safeguarding for all apprentice(s) under relevant legislation.

If you do not have the regulatory agreements you may use Mercia’s documentation.
Signature of Company Sponsor            ......................................................Date…………….

Signature of Mercia Representative       .................................................….Date……………..

	IMPROVEMENT REPORT


	To be used for receipt of complaint or areas identified for improvement:

	Ref No:
	


	Employers  Name:
	Date:


	Address:




	Problem:




	Immediate action taken:




	Root cause:




	Corrective action:




	Preventative action:




	Mercia representative:
Employer Representative:
	Date:
Date:
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