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WELCOME TO YEOVIL COLLEGE
Welcome to Yeovil College and thank you for choosing to work with us to train your 
Apprentice. We value our relationships with employers and hope to establish a long,  
and mutually beneficial partnership. 

Employer Engagement Team
Once your Apprentice is employed and enrolled on the Apprenticeship programme 
by one of our Apprenticeship Co-Ordinators (AC) they will be allocated a vocationally 
competent Assessor. The Assessor will support them with you throughout their 
apprenticeship as well as keeping you up to date on their progress.

If you have any queries about your Apprentice or their training please don’t hesitate 
to contact us: 

20%  
of paid working hours are  

dedicated to off the job training

   Assessor

   Name:

   Telephone number:

   Email:

   Course Manager

   Name:

   Telephone number:

   Email:

   Apprenticeship Co-Ordinator

   Name:

   Telephone number:

   Email:
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WHAT IS AN APPRENTICESHIP?
An Apprenticeship is a real job, with hands on experience, training and a salary. Through 
their programme, Apprentices will gain the technical knowledge, practical experience and 
wider skills & behaviours they need for their immediate job and future career. Appointing 
Apprentices allows businesses to grow their own talent by developing a motivated, skilled 
and industry qualified workforce.

Apprenticeships are available to businesses of all sizes and sectors in England and can last 
from 12 months to 4 years.

There are four levels of Apprenticeships: 

• Intermediate Level Apprenticeship (Level 2) – Equivalent to five GCSEs.
• Advanced Level Apprenticeship (Level 3) – Equivalent to two A Levels.
• Higher Level Apprenticeship (Level 4 and above) – Equivalent to a HND, HNC, 

Foundation Degree or Degree.
• Degree Apprenticeships (Level 6 and above) – Providing integrated or non-integrated, 

degree for Statutory and Professional Recognition.

All frameworks have now been replaced by Apprenticeship Standards, designed by 
employers in each sector to meet the needs of a specific role. Each Apprenticeship 
Standard defines the skills, knowledge, behaviours and any qualifications required for the 
employee to competently carry out that particular job role.

All Apprenticeship Standards have an end point assessment which assesses the 
competence of the apprentice when they have completed their learning. 

Yeovil College will work closely with you and your Apprentice to ensure that the  
Apprenticeship offered is the most appropriate for the individual’s job role, whilst reflecting 
your needs as an employer.

An Assessor will visit the workplace on a regular basis throughout the Apprenticeship to 
observe the Apprentice, conduct assessments and review the Apprentice’s progress.

There is a mandatory requirement for Apprentices to complete a minimum of 20% of 
their working hours, over the duration of their Apprenticeship, as off-the-job training. This 
training can include college attendance (day release, block release or Master classes) 
and any time the Apprentice spends on learning during their working hours towards their 
Apprenticeship. An apprentice must be paid for any hours they spend at College and off-
the-job training.

Apprentices also have to study for English and Maths if they do not already have the 
required qualifications. For level 2 apprenticeships the requirement is to achieve at level 1 
and also undertake training and assessment at level 2. For level 3 apprenticeships or above, 
apprentices will be required to already have or achieve a Level 2 in Maths and English. 
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HOW ARE APPRENTICESHIPS FUNDED?
If the Apprentice is over 18 and your business pays the Apprenticeship Levy you can use the 
funds in your Apprenticeship Service levy account to fully fund the cost.  In the event you have 
exhausted the funds in your levy account you are required to pay 5% towards the cost, with the 
remaining 95% funded directly by the government (ESFA).

An incentive payment of £1000 is available to any employer hiring an Apprentice aged 16-18 (or 
aged 19-24 with an Education Health Care plan or who is a care leaver). Two £500 payments are 
made via the College and paid to you after approximately 5 and 14 months.

If you are a small business (with an average of less than 50 employees) there will be no cost to 
you for  training an Apprentice aged 16-18 (or aged 19-24 with an Education Health Care plan or 
is a care leaver).

If the Apprentice is over 18 or your business has more than 50 employees and does not pay the 
Apprenticeship Levy you will pay only 5% of the training cost of each Apprentice.

Employers of Apprentices under the age of 25 do not pay secondary Class 1 (employer) National 
Insurance contribution for their Apprentice.

Between 1st August 2020 and 30th September 2021 additional bonus payments will be made to
any employer taking on a new Apprentice, who is also a new employee with the company. 
Please speak to your Apprenticeship Co-Ordinator for more information and to check eligibility 
for these payments.

YOUR ROLE AS AN EMPLOYER
To ensure your Apprentice succeeds, you need to provide appropriate support, training and 
guidance throughout their programme. Providing the right practical support and guidance to your 
Apprentice will help ensure they settle in, develop with your organisation and help contribute to the 
success of your business.

Key employer responsibilities:
• Provide a mentor for your Apprentice
• Provide an induction to the company and the industry
• Help the Apprentice develop their knowledge and skills by providing a wide range of learning 

and training opportunities
• Ensure Apprentices attend their training sessions at the College 
• Ensure they achieve their 20% off the job training
• Help Apprentices put into practice what they have learnt at College
• Give Apprentices time in the workplace to compile their portfolios
• Provide opportunities for the Apprentice to demonstrate their competence in specific tasks
• Help Apprentices to collect evidence of the work they have completed
• Sign statements confirming the Apprentice’s competence in specific activities

Pastoral care and support
It is important that Apprentices are supported in making the sometimes challenging, transition from 
school or college into work. In the early days an Apprentice, through inexperience in the workplace, 
can fail to meet the standards of work or behaviour expected and it is vital that they have a support 
network in place to guide them through. A mentor needs to be able to act as an advocate, to step 
in and have those difficult conversations very early so that standards can be adjusted.



6 | yeovil.ac.uk | #WhereLearningComesToLife 

TERMS AND CONDITIONS OF  
EMPLOYMENT
Employment Contract

It is a legal requirement that all employed people, including Apprentices, should have a Contract of 
Employment. The contract can either be permanent or a fixed-term contract covering the length of 
the Apprenticeship.

The contract of employment is made up of:
•  The job offer.
•  The Written Statement of Terms and Conditions of Employment.
•  The company procedures, policies and documents referred to in the statement - for example,       
    your disciplinary and grievance procedures.
•  Employment laws, such as those relating to maternity rights, unfair dismissal and annual leave.

What you need to do:
•  Tell the new employee the key terms of their employment - job title, pay and any benefits, hours,   
    place of work, start date and any probationary period. This can be done orally, in writing, or   
   through a mixture of the two. However, it is best to give the employee the terms in writing before  
   they start work to avoid disagreements.
•  Within two months of their start date, you must give the new employee their terms and  
   conditions of employment in a Written Statement of Terms and Conditions of Employment.
•  Later, changes to their terms can be made, but only if employer and employee agree, or if   
   there is a clause in the original terms which cover the alteration.

Pay and conditions

From 1st April 2021, the minimum wage for Apprentices is £4.30 per hour. This rate is for
Apprentices aged 16 to 18 and those aged 19 or over who are in their first year of an apprenticeship.

The National Minimum Wage rates:

The rates are usually updated annually. To check if you are paying the correct wage, use the  
calculator here https://www.gov.uk/minimum-wage-calculator-employers 

Working hours

Apprentices usually work for at least 30 paid hours a week and the length of the Apprenticeship will 
need to be extended pro rata if hours worked per week are less than 30.

Under the ‘working time directive’, you cannot allow your employees to work more than 48 
hours a week (averaged over 17 weeks). Employees under 18 cannot work for more than 8 hours 
a day or 40 hours a week.

For more information visit: https://www.gov.uk/maximum-weekly-working-hours

Year Apprentice Under 18 18-20 21 - 22 23 & Above

From 
01/04/2021

£4.30 £4.62 £6.56 £8.36 £8.91
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You must pay the Apprentice for time spent training or studying towards their Apprenticeship, 
whether at work or at a college.

You must also offer Apprentices the same conditions as other employees working at similar grades 
or in similar roles. This includes paid holidays and sick pay.

Apprenticeship Agreement

An Apprenticeship Agreement is an agreement between an employer and the Apprentice and is 
required for a person to be employed as an Apprentice.

The Apprenticeship Agreement is a contract of service and not a contract of Apprenticeship.  This 
reflects the fact that an Apprenticeship is primarily a job rather than training.  It also means the 
Apprentice does not have any additional rights over those of other employees. Yeovil College will 
provide you with an Apprenticeship Agreement to complete.

Termination of an Apprenticeship

Before considering any termination, please contact your Apprenticeship Co-Ordinator or Assessor at 
Yeovil College. They will be able to help and support you with any issues that you are experiencing.

In order to dismiss an Apprentice, you must be able to show that you had a reasonable and genuine 
belief that the dismissal was fair. Reasons would include acts of gross misconduct or continual neglect 
of duties or serious incapacitation to the extent that it’s become impossible for you to teach the Ap-
prentice (having followed a fair dismissal procedure). There is a much higher threshold for performance 
and conduct issues than applies in a normal contract of employment. You will be expected to manage 
performance and absence problems in a manner which results in the Apprentice achieving the required 
standards.

It is vital that you go through a proper disciplinary procedure when dealing with problems and 
have sufficient evidence that any eventual dismissal is justified. This will include an  
investigation and an opportunity for the Apprentice to appeal. 

Advice, Guidance and Support
Our Apprenticeship Co-Ordinators (AC’s) and Assessors are available to offer support on any  
employment and training issues you may have that are affecting the progress of your Apprentice. 
If you require any further information please do not hesitate to contact us. 

If you would like any advice and guidance regarding the terms and conditions of employment 
then please use the web links below. Both have produced a range of self-help guides and forms 
which you can access online.

www.acas.org.uk 

www.gov.uk/employing-staff
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SMART ASSESSOR (E-PORTFOLIO)
Smart Assessor is our e-portfolio platform. This is where your Apprentice will access resources, 
submit work, receive feedback from their Assessor and track their progress. It is also accessible 
by our Internal Quality Assurance Team. 

At the start of their Apprenticeship, your Apprentice will receive log in details and their Assessor 
will show them how to use the system. 

Apprentices can upload evidence electronically, including audio, photographs, text & videos with ease.
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Progress Reviews

Every 8-12 weeks our Assessors will conduct a progress review with your Apprentice and their 
line manager. The aim of this meeting is to ensure that your Apprentice is progressing with their 
qualification, undertaking development activities, collecting off the job training evidence and 
achieving the agreed objectives. The date and timings of the review will be agreed in advance by 
the Assessor and it is important that all parties attend. 

The following will be covered at each review meeting:

•  Review progress against each aim of the Apprenticeship and agreed milestones or targets set. 

•  Review learning activities that have been undertaken since the last review. 

•  Plan support measures or further learning activities that can be undertaken to gain additional  
    knowledge or skills. 

•  Discuss and agree SMART (specific, measurable, agreeable, realistic and timebound) objectives  
   for the following 8-12 weeks.

•  Review and update the Individual Learning Plan. 

•  Discuss any areas of concern or barriers to success and how these can be overcome. 

•  Discuss core learning areas of Equality & Diversity, Safeguarding and Health & Safety.

•  Discuss progress of 20% off the job training. 
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COMMITMENT TO HEALTH AND SAFETY
All employers should take all the necessary steps to ensure the Health, Safety and Welfare of their 
apprentices is of the same standard as the Company is required to do in relation to its employees 
under current relevant Health & Safety legislation in Great Britain.

Managing health and safety doesn’t have to be complicated, costly or time consuming. For many 
businesses, all that’s required is a basic series of practical tasks that protect people from harm 
and at the same time protect the future success and growth of your business. 

In general, health and safety laws apply to all businesses. As an employer, you are responsible  
for health and safety in your business. Health and safety laws are there to protect you, your  
employees and the public from workplace dangers. The approach you take should be  
proportionate to the size of your business and the nature of your business activity. For most 
small, low-risk businesses the steps you need to take are straightforward. If you have fewer than 
five employees you don’t have to write down your risk assessment or your health and safety  
policy, although it is advisable.

A full Health and Safety guide and template risk assessments are available from the HSE on the 
following link. http://www.hse.gov.uk/pubns/indg449.pdf 

Health and Safety Law Poster

If you employ anyone, you must display the health and safety law poster, or provide each  
worker with a copy of the equivalent pocket card. You can get copies from www.hse.gov.uk/ 
pubns/books/lawposter.htm 

Employers Liability Insurance

You will need employer’s liability insurance to cover all employees, including Apprentices. You 
can buy employers’ liability insurance through insurers or intermediaries like brokers or trade  
associations. You may find that it often comes as part of an insurance package designed to cover 
a range of business needs. Your policy must be with an authorised insurer and the Financial  
Conduct Authority (FCA) has a list of these. You can check their register on the FCA website: 
www.fca.org.uk 

Make arrangements for First Aid, Accidents and Ill Health 

You must have first-aid arrangements in your workplace. You are responsible for making sure 
your employees receive immediate attention if they are taken ill or are injured at work. Your 
arrangements will depend on the particular circumstances in your workplace and you need to 
assess what your first-aid needs are. As a minimum, you must have:
•  a suitably stocked first aid box.
•  an appointed person to take charge of first aid arrangements.
•  information for all employees giving details of first aid arrangements. 

You might decide that you need a first-aider. This is someone who has been trained by a  
competent first-aid training provider. More detailed information can be found on the first-aid  
pages on the website: www.hse.gov.uk/firstaid 
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Provide training and information 

Everyone who works for you needs to know how to work safely and without risks to health.  
You must provide clear instructions and information, and adequate training, for your employees. 
Consider how much training is necessary. A proportionate approach is needed, for example a 
low-risk business would not need lengthy technical training. Providing simple information or
instructions is likely to be sufficient. Make sure everyone has the right level of information on:

•  hazards and risks they may face, if any; 
•  measures in place to deal with those hazards and risks, if necessary; 
•  how to follow any emergency procedures.

BULLYING AND HARASSMENT
It is in every employer’s interests to promote a safe, healthy and fair environment in which  
people can work.

Bullying and harassment is behaviour that makes someone feel intimidated or offended.  
Harassment is unlawful under the Equality Act 2010.

Examples of bullying or harassing behaviour include:

•  spreading malicious rumours
•  unfair treatment
•  picking on someone
•  regularly undermining a competent worker
•  denying someone’s training or promotion opportunities

Bullying itself isn’t against the law, but harassment is. This is when the unwanted behaviour is  
related to one of the following:

•  age
•  sex
•  disability
•  gender (including gender reassignment)
•  marriage and civil partnership

•  pregnancy and maternity
•  race
•  religion or belief
•  sexual orientation

What should employers do about bullying and harassment? 
All organisations, large and small, should have policies and procedures for dealing with  
grievance and disciplinary matters. Staff should know to who they can turn to if they have a  
work-related problem, and managers should be trained in all aspects of the organisation’s  
policies in this sensitive area. 

The behaviour of employers and senior managers is as important as any formal policy. Strong 
management can unfortunately sometimes tip over into bullying behaviour. A culture where 
employees are consulted and problems discussed is less likely to encourage bullying and 
harassment than one where there is an authoritarian management style. The organisation must 
make it clear that bullying and harassment are unacceptable. For further information download 
ACAS’s full guide:

http://www.acas.org.uk/media/pdf/i/t/Bullying-and-harassment-in-the-workplace-a-guide-for-
managers-and-employers.pdf
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Safeguarding is about protecting children, young people and vulnerable adults from abuse or 
neglect. We are all responsible for the safety of children, young people and vulnerable adults. We 
must ensure that we are doing all we can to protect the most vulnerable members of our society.
 
Prevent is the Government’s strategy to stop people becoming involved in violent extremism or 
supporting terrorism, in all its forms. Prevent works within the non-criminal space, using early 
engagement to encourage individuals and communities to challenge violent extremist ideologies 
and behaviours. 

Prevent is about safeguarding our Apprentices to keep them both safe and within the law. It is 
not about preventing Apprentices from having political and religious views and concerns, but 
about supporting them to use those concerns or act on them in non-extremist ways.

Referring concerns
In order to protect people from abuse and harm it is important that everyone knows what to do 
if they suspect someone is being abused.

You may suspect that someone is being harmed or abused because:

•  You have general concerns about someone’s wellbeing

•  You see or hear about something which could cause offense

•  Someone tells you something has happened or is happening to them which could be abuse

Together, we have a duty of care to refer this information to external agencies such as Social  
Services or the Police. If you have any concerns or need any advice regarding safeguarding  
issues you can speak to Yeovil College’s designated Safeguarding Officer.

SAFEGUARDING AND THE  
PREVENT DUTY

Yeovil College Duty Safeguarding Officer 07973 898849

Anti-terrorist Hotline 0800 789 321

Somerset Direct 0300 123 2224

Dorset Direct 01305 224134

Avon and Somerset Prevent referrals channelsw@avonandsomerset.pnn.police.uk

Dorset Prevent referrals sru@dorset.pnn.police.uk

Devon and Cornwall Prevent referrals prevent@devonandcornwall.pnn.police.uk

Other sources of support and guidance:
https://www.gov.uk/topic/schools-colleges-childrens-services/safeguarding-children 
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EQUALITY AND DIVERSITY
‘Equality and diversity’ is a term used to define and champion equality, diversity and human rights 
as defining values of society. It promotes equality of opportunity for all, giving every individual the 
chance to achieve their potential, free from prejudice and discrimination.

All employees deserve to be treated fairly and equally, this is a moral and legal duty for all  
businesses. It is important that every employer, regardless of size or industry, understands their 
obligations from both a legal and business perspective. 

More information can be gained by visiting;
www.equalities.gov.uk 
www.acas.org.uk/equality 

Our Equality and Diversity Policy
We will work with staff, Apprentices and other education providers to ensure that our provision is 
relevant and meets their needs. We will actively encourage staff, Apprentices and partners to: 

•  Promote equality of opportunity in all provision.

•  Eliminate unlawful discrimination and harassment.

•  Promote positive attitudes towards diversity.

•  Encourage all students and staff to reach their full potential.

•  Take proactive steps to take account of the additional needs of those persons who may  
    experience the greatest barriers to fulfilment of their potential, even where that involves  
    treating some persons more favourably than other people.

Yeovil College will promote equality of opportunity by:

•  Actively involving staff and Apprentices with disabilities and/or from ethnic minority groups to   
   ensure changes are influenced by the priorities of the staff and Apprentices themselves.

•  Creating equal access to the organisation through the provision of information, advice,  
    guidance and additional support, to meet individual needs and situations

•  Ensuring all training programmes are consistent with current legislation.

•  Working with other institutions as appropriate to challenge discrimination and promote good  
   practice.

“It was such an incredible moment for me 
to have won Advanced Apprentice of the 
year at the Grow Somerset Talent Awards 
and I am very honoured. This encourages 
me to work even harder at my day-to-day 
tasks and to keep improving myself to 
become efficient at my job.”

Ploy White
Yeovil College Apprentice
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Surveys
Throughout the Apprenticeship, we will request your feedback through reviews, surveys and 
employer review visits. The information you provide will not only help your current Apprentices 
progress, but also help us to continue to improve the quality of service we are able to offer you.

How to provide feedback
Compliments, Comments and Complaints leaflets are available from the main reception at Yeovil 
College.  The College welcomes comments on the kind of service we provide, the way those 
services are provided and the level of service experienced.

Employers and Apprentices who are unhappy with any aspects of our service are encouraged to 
raise the issue initially with the member of staff involved. Issues are best resolved informally with 
those directly responsible.

Formal complaints
If it is not possible to resolve the issue informally or if it is considered too serious for informal 
resolution, you are requested to send full details as soon as possible to the college in the post or 
by email.

Complaint details should include:

•  name

•  a contact address (and preferably telephone number and/or email address)

•  programme of study (if at the College)

•  the date on which the problem arose

•  whether anyone else was affected, or saw what happened

•  any other relevant information

FEEDBACK 
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ACAS
0300 123110
Acas.org.uk

Information, advice and assistance
on employment law

FRANK
0300 123 6600
Talktofrank.com

Friendly, confidential drugs advice

Alcohol Concern
0300 123 1110

Alcoholconcern.org.uk

Leading national charity working on  
alcohol issues

Health and Safety Executive
0845 345 0055

Safe.info

Advice, guidance, news, templates, tools,  
legislation and publications from the  

independent regulator for work-related health 
and safety

Beat, Eating Disorders Association
0845 635 1414

b-eat.co.uk

Helplines, online support and a network
or UK wide self-help groups

National Careers Service
0800 100900

nationalcareersservice.direct.gov.uk

Provides information, advice and guidance  
to help you make decisions on learning,

training and work opportunities

Childline
0800 1111

Childline.org.uk

Free, private and confidential service for 
anyone up to the age of 19

Stonewall
0800 050 2020
Stonewall.org.uk

Working to achieve equality and justice  
for lesbians, gays, bisexual and  

transsexual people

Equality and Human Rights Commission
0808 800 0082

Equalityhumanrights.com

Working to eliminate discrimination, reduce
inequality and protect human rights

United Nations High Commissioner  
for Refugees

020 7759 8090
Unhcr.org.uk

Facts, statistics and answers to commonly
asked questions about refugees

USEFUL CONTACTS
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