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Employee Apprenticeship (Existing Staff) Application Form

This form is for completion by an existing member of staff wishing to apply for a levy funded apprenticeship programme.  It should be completed once there have already been some initial conversations to ascertain the likely suitability of an apprenticeship.

The term applicant in this form refers to the person requesting to complete the apprenticeship training and assessment. Line management support for an application is ESSENTlAL and line managers are required to confirm this by adding their signature to this form.

Please note that some of the information provided will be shared with others (including the training provider) to support and expedite eligibility assessment checks and/or sign up processes.

Please ensure all fields below are completed. Please save a copy of this blank template, add relevant details and return it (as per the instructions at the end of this form).

Visit the dedicated Employee Apprenticeships staff directory page for more background and general information about apprenticeships and the Employee Apprenticeship Scheme at Essex.

Section 1: Line Manager Details

	Name:
	Click or tap here to enter text.
	Job title:
	Click or tap here to enter text.
	Email address:
	Click or tap here to enter text.
	Team & School/Business area:
	Click or tap here to enter text.
	Contact number:
	Click or tap here to enter text.



Section 2: Applicant Details 

	Name:
	Click or tap here to enter text.
	Job title:
	Click or tap here to enter text.
	Email address:
	Click or tap here to enter text.
	Team & School/Business area:
	Click or tap here to enter text.
	Contact number:
	Click or tap here to enter text.
	UoE OR UECS OR WHH contract?:
	Choose an item.
	Contracted Hours Per Week[footnoteRef:1] [1:  Applicants working less than 30 hours per week are likely to need to increase the length of their apprenticeship.] 

	Click or tap here to enter text.
	What is the highest level of qualification you have already achieved and in which subject(s)?[footnoteRef:2] [2:  Evidence may be required by the training provider before sign up
] 

	Click or tap here to enter text.
	Have you any qualifications in the same field/area as the apprenticeship standard you are looking at studying? If yes, please provide more details.2
	Click or tap here to enter text.



Section 3 : Key Funding Criteria Checklist

Apprenticeship training (wherever possible and agreed) is funded by the University of Essex’s government apprenticeship levy account, as a consequence enrolment criteria must be met for levy funding to be used.  Please put a cross in all applicable boxes to demonstrate that the applicant meets the criteria detailed. 

	Applicable?
	Criteria

	☐	The applicant has a contract of employment for at least the length of the apprenticeship programme (including time for the End Point Assessment).

	☐	The applicant has full line management support for the application and all requirements of the training (including the mandatory off the job training element). 

	☐	The applicant does not hold a higher education qualification in the same subject area as the apprenticeship applied for. 

	☐	The apprenticeship would allow the individual to acquire substantive new skills/learning and evidence could be provided that the content of the training is materially different from any previous qualification achieved.

	☐	The job role/duties undertaken should provide adequate opportunity to meet the (knowledge, skills and behaviour) requirements of the relevant apprenticeship standard.[footnoteRef:3] [3:  This should be considered by reviewing the details of the apprenticeship standard on the Skills England website] 


	☐	The applicant confirms they are not undertaking another apprenticeship, nor other governement funded training (where the training comes under the list in the funding rules[footnoteRef:4]). [4:  See Apprenticeship funding rules - GOV.UK (www.gov.uk) ] 


	☐	The applicant has a valid and eligible residency status and the right to work in England.[footnoteRef:5] [5:  Apprenticeship funding rules for employers - Annex A: Eligibility criteria (who we fund) - Guidance - GOV.UK (www.gov.uk)] 


	☐	The individual is employed by UoE, UECS or WHH.

	☐	The individual would be spending over 50% of their working hours in England over the duration of the apprenticeship.




Section 4 : Additional Information

a. What is the business case for supporting this request for central levy funding? What is the potential positive impact on the business of this apprenticeship? How does it align to and help meet the role, service, individual development needs, and wider business objectives/plans/strategies?

	Click or tap here to enter text.



b. [bookmark: _Hlk202364047]Which apprenticeship standard are you wanting to apply for? (ideally you would have already reviewed the details of the standard to check its suitability for your development needs and how well it matches the scope of your role). Please include the level of the standard you are considering if possible/known.[footnoteRef:6] [6:  If unknown, please speak to the P&C Apprenticeships Lead   ] 


	Click or tap here to enter text.



c. [bookmark: _Hlk202364270]Have you an idea of which training provider[footnoteRef:7] you would like to consider accessing your training through, and if so, please provide details of why you have proposed that specific provider?  Have you a preference of roughly when you would ideally like your training to commence?   [7:  You can search Find apprenticeship training if you're an employer - GOV.UK (www.gov.uk) to find training providers - https://www.gov.uk/employers-find-apprenticeship-training.  The Employee Apprenticeships Manager will be help/advise re provider selection.] 


	Training Provider :  
Preferred approx start date?





[bookmark: _Hlk216272755]Section 5 : Commitment Checklist

· The applicant must complete the off-the-job hours required by the selected apprenticeship standard. This is usually the equivalent of an average of around 6 hours per week (for roles over 30 hours per week). These must be completed within an apprentice’s normal working hours. If apprenticeship workshops are completed outside of those hours must be given as TOIL.  The off-the-job training total hours required will be made clear and needs to be approved when all sign an individual training plan/apprenticeship agreement (which will be required by the provider ahead of commencing the programme). 
· The applicant and line manager are aware that if accepted onto a funded apprenticeship programme they are committed to fully completing the programme (including all the Apprenticeship Assessment requirements) in a timely fashion (unless there are exceptional circumstances that dictate otherwise).
· Although the direct training fees to the provider are covered by the apprenticeship levy, a service/school/team’s budget would have to be used (with agreement of the relevant budget holder) to consider covering any additional associated training costs (that are ineligible for levy funding), such as:
a) Essential subscriptions, professional regulations or licences 
b) Exam & resit fees 
c) Associated travel & subsistence
Where there are any potential non-levy programme costs that could become payable, these should be detailed in the text box below.

	Click or tap here to enter text.




By completing this form and before commencing an apprenticeship programme, the line manager and applicant must have read, understood and agree to all the above commitments. Adding your details below confirms this, as well as that you believe all eligibility funding criteria (as detailed in Section 3 above) are fully met. 

Form completed/approved by:

	Prospective Apprentice:
	
Click or tap here to enter text.
	Date:
	Click or tap to enter a date.
	Prospective Apprentice:  Line Manager:
	
Click or tap here to enter text.
	Date:
	Click or tap to enter a date.


Please return this completed form (ideally with a copy of the prospective apprentice’s job description) to employeeapprenticeshipscheme@essex.ac.uk. 
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