
APPRENTICESHIP AGREEMENT

An apprenticeship agreement must be in place from the start of the apprenticeship.

The purpose of the apprenticeship agreement is to identify:

the apprenticeship standard connected to the apprenticeship;●

the dates during which the apprenticeship is expected to take place; and●

the amount of off the job training that the apprentice is to receive.●

Apprenticeship Particulars:

Apprentice name: Steven Hawkinson

Apprenticeship standard (version and level): Team Leader Apprenticeship Standard [CMI] 3

Place of work (employer name and location):

Test Employer Organisation

Hawthornes Hardware

117 High Street

Birmingham

West Midlands

B46 3BP

Start date of apprenticeship (see
note 2):

02/08/2021
End date of apprenticeship (see
note 2):

31/10/2024

Start date of practical period
(see note 2):

01/09/2021
Estimated end date of practical
period (see note 2):

31/07/2024

Duration of practical period
(weeks) (see note 2):

69.4
Planned amount of off-the-job
training (hours) (see notes 6 and
7):

200

Original Learning Start Date: 01/09/2021

ILR Start Date: 01/09/2021

ILR Planned End Date: 25/08/2024

Episodes of Learning:

Start Date of Episode Estimated End Date of Episode Actual End Date of Episode

01/09/2021 31/03/2024 30/06/2022

03/04/2023 25/08/2024



Signatories:

Apprentice: Date: 27/06/2023

Employer: Date: 27/06/2023



APPRENTICESHIP AGREEMENT - NOTES

1. Why is an apprenticeship agreement required?
The law requires an apprenticeship agreement to be in place, for nearly all apprentices. The relevant law is
contained in The Apprenticeships, Skills, Children and Learning Act 2009 (“ASCLA”) and The Apprenticeships
(Miscellaneous Provisions) Regulations 2017 (SI No. 2017/1310). The apprenticeship agreement forms part of the
employment arrangements between the apprentice and their employer; it is a contract of service (i.e. a contract of
employment) and not a contract of apprenticeship. If all the requirements of section 1 of the Employment Rights
Act 1996 are complied with, the agreement can also serve as the ‘written statement of particulars of employment’.
An apprenticeship agreement must be put in place when an individual starts a relevant apprenticeship programme
and should remain in place throughout the entire apprenticeship.

2. What is a ‘practical period’?
The practical period is the period for which an apprentice is expected to work and also receive training under an
approved English apprenticeship agreement; it must have a minimum duration of 12 months. The practical period
does not include the end-point assessment whereas the (full) apprenticeship does include it. The practical period
start date set out in the apprenticeship agreement must match the practical period start date in the training plan.

3. Can an apprenticeship be completed without an apprenticeship agreement?
There are some circumstances in which an apprentice can complete a statutory apprenticeship without an
apprenticeship agreement; these can be found in the ‘alternative English apprenticeship’ section of the latest
apprenticeship funding rules.

4. What information is needed in an apprenticeship agreement?
The apprenticeship agreement must comply with the requirements in ASCLA and the 2017 Regulations. It must:

provide for the apprentice to work for the employer for reward, in an occupation for which a standard has
been published by the Institute for Apprenticeships and Technical Education;

●

provide for the apprentice to receive training in order to assist the apprentice to achieve the standard in the
work done under the agreement;

●

specify the apprenticeship’s practical period; and●

specify the amount of off-the-job training the apprentice is to receive.●

5. Do existing contracts or terms and conditions need to change?
No, however any apprenticeship entered into after 15 January 2018 in connection with an apprenticeship standard
must have an apprenticeship agreement that complies with the 2017 Regulations. The agreement can be attached
to, or incorporated into, an existing contract.

https://www.gov.uk/guidance/apprenticeship-funding-rules


6. How much off-the-job training needs to be included?
Off-the-job training is a critical requirement of an apprenticeship and to meet the apprenticeship funding rules, this
must be at least 20% of the apprentice’s normal working hours (working hours are capped at 30 hours per week for
funding purposes only), over the planned duration of the apprenticeship practical period. The amount of off-the-job
training should be discussed and agreed with the training provider; this should take into account any relevant prior
learning that impacts the programme.

7. What is the definition of off-the-job training?
Off-the-job training is defined as training which is received by the apprentice within their practical period, during the
apprentice’s normal working hours, for the purpose of achieving the knowledge, skills and behaviours of the
approved apprenticeship that is referenced in an apprenticeship agreement. More information, including examples
of off-the-job training, can be found on gov.uk.

8. Who must sign the apprenticeship agreement?
The employer and apprentice must sign the apprenticeship agreement. The training provider, employer and
apprentice must then sign a separate training plan, which builds upon the apprenticeship agreement and outlines
the planned content and schedule of training to be delivered.

9. What should happen with the signed apprenticeship agreement?
The employer must keep the agreement for the duration of the apprenticeship and give a copy to the apprentice
and to the training provider.

10. What is a break in learning?
A break in learning is where an individual takes a break of at least 4 weeks from their apprenticeship training but
plans to return to it in the future. This can be with or without a break from work. When the apprentice restarts the
programme, all documentation, including the apprenticeship agreement and training plan, must be reviewed and
updated to account for the duration of the break in learning.

11. What happens if an apprentice is made redundant?
Apprentices made redundant who, on the day of dismissal, are within six months of the final day of the
apprenticeship practical period or who have completed at least 75% of the apprenticeship practical period will have
their programme funded to completion. Those who do not meet these conditions will have their training funded for
up to 12 weeks while they look for alternative employment to enable their programme to continue (see The
Apprenticeships (Alternative English Completion Conditions and Miscellaneous Provisions) (Amendment)
(Coronavirus) Regulations 2020 SI No. 2020/1120).

https://www.gov.uk/government/publications/apprenticeships-off-the-job-training

