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What is an apprenticeship?
An apprenticeship is a paid work placement that provides practical 
on-the-job training. Sometimes in combination with classroom-based 
study, apprenticeships give learners their first step into a career or grow 
talent by upskilling current employees.

Apprenticeships used to involve learning a craft and being trained by a 
skilled practitioner, and whilst this is still true,  modern apprenticeships 
offer the opportunity for people of any age to develop academic 
qualifications alongside being trained in a chosen profession.  

Wiltshire College & University Centre currently offers 60 apprenticeships 
from Level 2 to Level 6 in more than 25 different occupational areas. 
Typically lasting between 12 months and four years depending on the 
level and industry area, businesses of all sizes are able to recruit an 
apprentice or upskill an existing employee in the workplace.

Apprenticeships are a proven way of creating a more efficient and skilled 
workforce. They provide employers with the opportunity to attract new 
talent, offer progression and develop a motivated, skilled and qualified 
workforce which helps to improve economic productivity.

An apprenticeship addresses skills gaps and provides access to practical 
skills. In fact, with the increase of higher and degree level 
apprenticeships, businesses can now access higher level technical skills, 
vital to its performance and growth. 

All employers who take on an apprentice between 16–18 years of age 
are entitled to the young persons grant of £1,000 to help meet 
additional training costs.

Employer 
Responsibilities
By employing an apprentice, employers have certain requirements to 
meet: 

•  Employers are required to give their apprentice an induction into 
their role and provide on the job training 

•  They are responsible for paying their apprentice’s wages and issuing 
their contract of employment

•  An apprenticeship agreement between the employer and the 
apprentice must be in place

•  Employers must allow assessment visits to take place in the 
workplace at least every 12 weeks, including a review with both the 
apprentice and their manager 

•  All apprentices must receive the same benefits as 
other employees

•  Apprentices aged 16–18, or in the first year of their apprenticeship, 
must be paid the Apprenticeship National Minimum Wage of £4.30 
per hour. All other apprentices are entitled to the following:

•  The minimum hours of employment for an apprentice is 30 hours 
per week. The exception to this is where an individual’s 
circumstances in a given sector make this impossible. In such cases, 
the duration of the apprenticeship should be extended.

How do they work? 
The majority of the training is on-the-job, working with a mentor to learn 
job specific skills in the workplace. 

Off the job training ‘is dependent’ on the occupational area. It may be 
delivered in the workplace, via day release at one of the College 
campuses, or at premises away from the working environment. This may 
also be delivered online.

What is a degree apprenticeship?
Higher and degree apprenticeships combine work with study and may 
include a work-based, academic or combined qualification. It may also be 
a professional qualification relevant to the industry. They are available at 
Levels 4-7.

Typically, higher apprentices study part-time at college, university or with 
a training provider and can take between one and five years to complete.

How do they work? 
Most of the training is on-the-job, working with a mentor to learn job 
specific skills in the workplace. 

Off-the-job training will depend on the occupational area. The training 
may be delivered in the workplace, through ‘day release’ or at premises 
away from the working environment. 

What is a degree apprenticeship?
Higher and degree apprenticeships are available at levels 4 to 7. They 
combine work with study and may include a work-based, academic or 
combined qualification, or a professional qualification relevant to the 
industry.

Typically, higher apprentices study part-time at college, university or with 
a training provider and can take between one and five years to complete.

The facts
•  The levy is payable by employers at the rate of 0.5% of the payroll 

cost through PAYE alongside income Tax and National Insurance

•  Employers with a payroll of less than £3million per annum employing 
50 or more employees will pay a 10% contribution towards the costs 
of training apprentices

•  Employers who pay the Apprenticeship levy are able to allocate 
their levy contributions as digital training vouchers. These vouchers 
can then be spent over 24 months.

For more information visit gov.uk/guidance/pay-apprenticeship-
levy 

Off-the-job training
Off-the-job training is learning which is undertaken outside of the normal 
day-to-day working environment, leading towards the achievement of an 
apprenticeship. This can include training delivered at the apprentice’s 
normal place of work, but must not be delivered as part of their normal 
working duties.

Employers must ensure that off-the-job training amounts to 20% of the 
apprentice’s contracted employment hours across the whole 
apprenticeship. 

For example: if an employee is on a two-year apprenticeship and has an 
employment contract of 7 hours x 5 days x 52 weeks x 2 years, then this is 
equal to 3,640 contracted hours. The minimum 20% off-the-job training 
would therefore be 644 hours (equivalent to one day per working week). 

Relevant training:
Any off-the-job training undertaken by the apprentice must be directly 
relevant to the apprenticeship framework or standard and can include 
the following:

•  The teaching of theory: lecturers, role playing, simulation exercises, 
online learning and manufacturer training

•  Practical training: shadowing, mentoring, industry visits and attendance 
at competitions

•  Learning support: time spent completing assessments and assignments

What are the different levels of apprenticeships?

Year 23+ 21-22 18-20 Under 
18 Apprentice

April 
2021

£8.91 £8.36 £6.56 £4.62 £4.30

80%
of apprentice employers 
feel apprenticeships 
have reduced  the 
amount of staff turnover

88%
of apprentice employers 
believe apprenticeships  
lead to a more 
motivated and satisfied 
workforce

81%
of consumers 
favour businesses  
who employ apprentices

81%
of apprentice employers 
say apprenticeships 
have boosted 
productivity in the 
workplace

Apprenticeships make great business sense

Apprenticeship Levy

Non Levy Paying 
Businesses

How does it work?
The Apprenticeship levy was introduced in 2017 to help fund millions 
of new apprenticeships. Large employers (with a payroll of over 
£3million per annum, regardless of whether they already employ 
apprentices or not) across all industries are required to contribute to 
the new Apprenticeship levy.

How does it work?
Employers with less than 50 employees will not be required to 
contribute towards training costs for 16–18-year-old apprentices.

For anyone who employs an apprentice over the age of 19, employers 
are required to pay 5% towards the cost of this training. Employers 
with a payroll of less than £3million per annum and 50 or more 
employees will pay a 5% contribution towards the costs of training 
apprentices.

Recruitment
Details of apprenticeship vacancies can be found on the National 
Apprenticeship Service (NAS) website, College website and are also 
posted on our social media platforms, as well as being sent to schools 
and shared with existing college students. 

Apprentices can also be current employees who wish to 
improve or enhance their skills.

Recruitment process:
1.  Employer completes a vacancy description form
2.  The Apprenticeship team will post the vacancy on the National 

Apprenticeship Service and College website
3.  The Apprenticeship team will shortlist suitable candidates which 

will then be forwarded to the employer
4.  Employer interviews candidates for job suitability
5.  Candidates are invited in for individual assessment  

(Maths, English and ICT) and programme suitability

Name Level Qualifications Equivalent
Educational Level Progression Opportunities

Intermediate 2
Diploma/NVQ Level 2
Maths and English (if applicable)
Other accredited qualifications

5 GCSE passes at 
grades 9-4/A-C

Advanced apprenticeship
Further employment

Advanced 3
Diploma/NVQ Level 3
Maths and English (if applicable)
Other accredited qualifications

2 A level passes
Higher apprenticeship
Diploma degree level study
Further employment

Higher and 
degree

4, 5, 6 
and 7

Foundation degree 
and above

Foundation degree and 
above

Further degree study
Further employment
Apprenticeship

We have 
apprenticeships 
available in…
Wiltshire College & University Centre currently offers over 90 
different apprenticeships. Apprenticeships are becoming increasingly 
more specialised with pathways designed to suit specific job roles 
within a business and meet employers needs. 

For more information and expert guidance contact 
apprenticeships@ wiltshire. ac. uk or call 0845 345 2235

Building your 
future workforce
We are always looking out for new employers to help ensure our 
apprentices receive the best training to meet their future needs. This 
means ensuring we can match them with a suitable employer to train 
them to gain practical skills and a relevant qualification. 

Our dedicated Business Development team and provide all the 
support needed to help workforces plan their businesses for now and 
the future. They can also guide employers through the entire process 
including funding businesses may be eligible for.

Click on the video to find out more about how an apprentice could 
benefit your business.  

“Training the next 

generation of mechanics 

with the skills needed to suit 

my business are a huge 

benefit to the company.”

Andy Reynolds, owner of A J Car and Truck 
Services set up his business back in 1991. He 
began his journey by in an 800 sq ft workshop in 
Frome, trading as a one-man band. By the 
following year, Andy employed his first 
apprentice to support him as his business 
expanded and this was to be the beginning of a 
hugely successful apprenticeship journey.

 Andy, who started his career as an apprentice 
himself, felt like it would be fitting to help the 
next generation of mechanics same way the 
previous one helped him.

There aren’t many employers who can say that 
every employee that works for them is or was at 
some point an apprentice with the same 
company, but our small employer of the year 
award winner can. Andy is immensely proud that 
all of his employees have all started their 
mechanical careers with him as apprentices and 
said even his receptionist started as an 
apprentice. He is a huge advocate for 
apprenticeships, when asked he told us: 
“Training the next generation of mechanics with 
the skills needed to suit my business are a huge 
benefit to the company.”

Andy has also been recognised at both local 
and regional apprenticeship awards, but is 
particularly pleased to have won the College’s 
employer award.

In a bid to continue spreading the importance of 
apprenticeships, particularly for mechanics, 
Andy sits on the Independent Automotive 
Aftermarket Federation, representing 
independent garages and championing this 
route for those aspiring to work within the 
industry.

A J Reynolds

“An apprenticeship means 

we can train our staff the 

Mander Duffill way and since 

introducing these, all senior 

promotions have been filled 

internally.”

Chartered Accountancy firm Mander Duffill was 
established in Chippenham over 70 years ago.

As the business world has changed, so too have 
the services it offers to its clients. The company 
now has more than 60 employees and is proud 
to have helped clients build successful and 
long-term businesses.

In 2011, Mander Duffill introduced its first 
apprentice in Business Administration. The 
following year they introduced AAT 
apprenticeships and have continued to employ 
apprentices ever since.

The company believes the benefits to 
employing apprentices are being able to nurture 
aspiring accountants by teaching them the skills 
they need in house, which also suits the needs 
of the business and in turn enables them to 
promote within the company.
Since introducing the apprenticeship 
programme, all senior promotions have been 
filled internally.

In 2019, the College announced a partnership 
with Mander Duffill to train and develop the next 
generation of accountants, tailoring its 
curriculum to ensure students are equipped 
with the exact skills needed for the industry. This 
Academy combines professional accountancy 
qualifications with work placements and 
masterclasses to provide a unique AAT 
programme at both Level 2 and 3.

Practice Associate Director, MIke Parfitt, said; 
“We first took on an apprentice in Business 
Administration in 2011 and then the following 
year we took on to AAT apprentices. It has 
expanded every year and we now have 
apprentices at Level 2,3 and 4. An 
apprenticeship means we can train our staff the 
Mander Duffill way and since introducing these, 
all senior promotions have been filled internally. 
Al our second year Level 3 apprentices are also 
mentors and newer apprentices find this 
extremely helpful and beneficial.”

Mander Duffill currently has apprentices 
studying Level 2, 3 and 4 with the College.

Mander Duffill

“Wiltshire College & University 

Centre are always very 

accommodating of our 

programme requirements.”

Salisbury NHS Foundation Trust, which largely 
operates at Salisbury District Hospital, which 
largely operates at Salisbury District Hospital, 
currently has 46 apprentices in about 10 
different areas, from Business Administration 
and Assistant Accountants to Chartered 
Manager and Operational Managers the Trust 
works closely with us carrying out 
apprenticeships from levels 2 to 6!

Salisbury NHS Foundation Trust employs over 
4,000 dedicated staff providing general acute 
and emergency services to 240,000 people with 
specialist services such as burns, plastic surgery, 
cleft lip and palate, genetics and rehabilitation 
and spinal injury treatment.

Nicola Summerill who works as the Head of 
Practice Education and Apprenticeships said 
the following when asked about the partnership 
with the College: “Wiltshire College & University 
Centre are always very accommodating of our 
programme requirements, working with us to 
start individuals and cohorts on apprenticeships 
as we need them and they are responsive to any 
issues that are raised. The College tutors are 
always quick to report back any student 
concerns to us and work with us to reach a 
solution.”

The Trust says one of the main benefits in 
employing apprentices is staff development, 
which in turn, improves morale and retention. 
Staff feel they can progress and are supported 
in a career pathway to an achievable goal.

NHS - Salisbury

Agriculture, Environmental  
and Animal Care

Business and Administration

Care Services

Catering and Hospitality

Construction

Creative and Design

Digital

Education and Childcare

Engineering  
and Manufacturing

Hair and Beauty

Health and Science

Legal, Finance  
and Accounting

Land-based Service Engineer

Land-based Service Engineering Technician

Horticulture and Landscape Operative

Landscape/Horticulture Supervisor

Stockperson (beef, pigs, sheep, dairy)

General Farm Worker

Livestock Unit Technician

Sport Turf Operative

Customer Service Practitioner

Customer Service Specialist

Business Administrator

HR Support

HR Consultant / Partner

Team Leader / Supervisor

Associate Project Manager

Operations / Departmental Manager

Chartered Manager

Chartered Manager Level 5 to Level 6 ‘Top Up’

Adult Care Worker

Lead Adult Care Worker

Lead Practitioner

Leader in Adult Care 

Children, Young People and Families Practitioner

Children, Young People and Families Manager

Youth Support Worker

Hospitality Team Member

Hospitality Supervisor

Commis Chef

Chef De Partie

Production Chef

Installation Electrician / Maintenance Electrician

Plumbing and Domestic Heating Technician

Gas Engineering Operative

Carpentry and Joinery

Advanced Carpentry and Joinery

Bricklayer

Property Maintenance Operative

Groundworker

Painter and Decorator

Cultural Learning and Participation Officer

Junior Content Producer

Information Communication Technician

Network Engineer

Digital and Technology Solutions Professional (integrated degree)

Teaching Assistant

Early Years Educator

Early Years Practitioner

Civil Engineering Technician

Autocare Technician

General Welder (Arc Processes)

Engineering Fitter

Engineering Technician

Heavy Vehicle Service and Maintenance Technician

Maintenance and Operations Engineering Technician

Motor Vehicle Service and Maintenance Technician (Light Vehicle)

Automation and Controls Engineering Technician

Engineering Manufacturing Technician

Hair Professional

Advanced and Creative Hair Professional

Healthcare Support Worker

Senior Healthcare Support Worker

Science Manufacturing Technician

Laboratory Technician

Technician Scientist

Accounts / Finance Assistant

Assistant Accountant

Professional Accounting / Taxation Technician

https://www.youtube.com/watch?v=Arx5jqiQQts
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