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Apprenticeship Scheme – Managers Responsibilities

Prior to apprentice starting:
· Attend Apprenticeship briefing for managers with HR
· Assign department supervisor and buddy for apprentice
· Familiarise self /supervisor with apprentice’s qualification framework, workplace requirements in relation to the qualification and any relevant assessment needs. 
· Ensure necessary role/apprentice resources, equipment and PPE (if needed) is identified and ordered 
· If under 18 years of age, complete necessary risk assessment and insurance declarations ready for start date
Day one of apprenticeship and beyond:
· Set up University IT account 
· Conduct H&S risk assessment and training
· Plan and conduct department induction to ensure apprentice understands ways of working, role expectations
· Ensure work rota accommodates college attendance and/or release time for assessment and tutorials
· Ensure mandatory regular reviews with learning provider/staff development are scheduled and auctioned according to the apprenticeship learning agreement
· Manage performance, attendance and punctuality and raise concerns with learning provider/HR if they arise
· Ensure apprentice attends relevant training events to develop employability skills 
· Confirm apprentice in post after probationary period
· Encourage and support the apprentice to find a permanent role
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