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Apprenticeship recruitment guidance for NCC Maintained Schools                                                          Published July 2017

[image: image1.wmf]STEP1:  Ensure you have the budget to employ an apprentice and are aware of NCC’s terms and conditions
All apprentices in maintained schools must be employed on Nottingham City Council’s Terms and Conditions.  

An entry-level apprentice studying towards a Level 2 qualification should be paid at the National Apprenticeship Wage of £3.50 per hour for the first 3 months of their apprenticeship.  From the start of their 4th month the apprentice must receive a pay rise to put them on National Minimum Wage for their age.  This is not subject to performance.

Current rates of pay as of April 2017 for entry-level apprentices are:

	Age
	Salary
	Hourly Rate

	16-17
	£7,548.33
	£4.05

	18-20
	£9,791.13
	£5.60

	21-24
	£11,889.22
	£7.00

	25+
	£14,469.64
	£7.50*


* The 25+ rate is only payable if the apprentice is over 25 AND in a second or subsequent year of their apprenticeship.

It is up to you to notify EMSS or your payroll provider to make the salary increase from the start of their 4th month, or if the apprentice has a birthday during their contract that moves them to a higher rate.
The Resourcing and Reward Team are able to provide you with standard Job Descriptions for entry-level apprenticeship roles.  If you wish to employ an apprentice to study a Level 3 qualification or higher, we will work with you to create a Job Description to reflect the increased duties required of a higher apprenticeship.  This will then be evaluated to determine the appropriate rate of pay.  Please contact the Resourcing and Reward Team who will be able to advise you.

If you wish to put an existing member of staff on apprenticeship training, please contact the Resourcing and Reward Team in the first instance.

STEP 2: Identify what training your apprentice will undertake
There are a wide range of training opportunities and details can be found here https://findapprenticeshiptraining.sfa.bis.gov.uk/ 

These include:

· Teaching Assistant

· Business and Administration

· Catering and Hospitality

· Facilities Management

· IT and Digital Technology

· Laboratory Technician

· Early Years Practitioner

· Sports Development
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NCC has one account for the Apprenticeship Levy to be accessed.  Schools do not have individual accounts and should not enter into any agreements with training providers directly. 
Apprenticeship training must be delivered by an approved training agency that meets the requirements of the Register of Apprenticeship Training Providers and who must also be registered as an NCC Approved Provider.  Schools should not enter into any agreements with providers directly as this will not comply with financial regulations or follow a compliant procurement process and may mean that you cannot access the Levy funds.

Once you have identified an apprenticeship opportunity in your school, please contact josie.guynan@nottinghamcity.gov.uk who will undertake the procurement exercise on your behalf to identify a suitable training provider and provide you with an apprenticeship agreement to sign. 

Each apprenticeship has a funding band attached to it.  It does not matter if the training you require costs more than your individual Apprenticeship Levy contribution.

STEP 4: Decide on a recruitment process

You are, of course, able to run your own recruitment process but please be aware that the Resourcing and Reward team offer a complete recruitment package. We can manage the whole process for you, from advert and shortlisting, to assessment centres and interviews right up to pre-employment checks and contracts. We would be very happy to work with you individually or as collectives to look at how we can help you to ensure you maximise the opportunity that the apprenticeship reforms present.

End-to-end recruitment from advert to apprentice in post is £500 for the first apprentice and £350 for each additional apprentice per round of recruitment
How do I contact the Resourcing & Reward team?

You can email us at apprentices@nottinghamcity.gov.uk or contact us individually:

Josie Guynan

Resourcing & Reward Consultant

josie.guynan@nottinghamcity.gov.uk
Tel:  0115 8763748

Sheona Dawes

Specialist Resourcing Facilitator

sheona.dawes@nottinghamcity.gov.uk
Tel:  0115 8762714

Niki Ward

Apprenticeship Levy Monitoring Officer

niki.ward@nottinghamcity.gov.uk
Tel:  0115 8763114

